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QUYET DINH 
Ban hanh Quy the chi tien ni)i bo, quail ly vä sit dung tai sal) tong 

cila co' quail SO. Y to tinh Thic Giang 2023 - 2025 

GIAM DOC SO Y Tit TINI1 BAC GIANG 

Can ctr Nghi chnh so 130/2005/ND-CP ngay 17/10/2005 ena Chinh phi?; 
Nghi Binh so 117/2013/ND-CP ngay 07/10/2013 mitt Chinh phi? sact doi, ba 
sung mOt so dieu czia Nghi dnzh so 130/2005/ND - CP !Tay 17/10/2005 ctia 
Chinh phzi Qui dlnh the (10 tzr chti, ta chat trach nhiem ve srr dung bien the va 
kinh phi quan ly hanh chinh dot vai co quan nha mr6c; 

Can ctr Nghi dinh so 163/2016/ND-CP ngay 21/12/2016 ena Chinh phzi 
quy clinh chi tiet thi hanh mat so they LIM Ngein sack nha mr6c; 

Cein ca. Thong lit so 40/2017/TT-BTC ngay 28/4/2017 cna BO Teti chinh 
quy Binh the tong tac phi, the dO hoi nght; 

Can ea' Thong lit so 71/2014/TTLT-BTC-BN17 ngity 30/5/2014 vita lien 
BO Tai chinh BO Nai vu ve viec quy chnh the do tit chat, ter chit( Mach nhiem 
ve szi dung kinh phi quern ly hanh chinh doi vai cat co quan nha ;tithe; 

Can en. Nghi quyet so 04/2017/NQ-HDND ngay 13/7/2017 mice 1167 clang 
&kin don tinh Bac Giang Quy dinh the do bot dtrang del vat ngual lam ahl - 111 vu tiep 

Bac 
dein, :dr 1; don 'alley nal, to cao, kien nglq, phan anh tren dia ban 

tinh Bete Giang; 

Can ca. Nghi quyet so 15/2013/NQ-HDND ngay 11/7/2013; Nghi guy& so 11/2017/NQ-TIDND ngay 13/7/2017 ezia 116i dling nhein dan tinh Berle  Giang 
Saa ea, bo sung snot so diet! ctia Nghi quyet so 15/2013/NQ-HDND ngay 
11/7/2013 curl HOi ridng nhein don tinh quy Binh mar chi cho bao dam cOng lac 
cai cach hanh chinh, nha !mac va the host dOng barn soot thzi tic hanh chinh 
Men cbct ban tinh Bac Giang; 

Can a? Nghi quy& dinh so 33/2017/NQ-HDND ngay 08/12/2017 mitt Hai 
(long nhein dein tinh Bac Giang Quy dinh Mat chi cOng tac phi, chi hOi nghl dai voi 
cat co quan nha nuac, don vi szr nghiep tong lap Men dict ban tinh Bac Giang 

Can ca. Nghi quyit so 15/2019/NQ-PIDND ngay 11/7/2019 clia Hai clang 
nhan dan tinh Bac Giang Qz9t Binh mot so not dung mire chi tiep khach mirk 
ngoai va khach trong mak lam viec Mt tinh Bac Giang; 

, Can ca. Quyat Binh 26/2022/2D-UBND ngay 03/8/2022 Clkl UBND tinh 
Bac Giang ban hanh Quy dinh chae ming, nhiem vy, qztyan Mtn earl SO. Y to tinh 
Bac Giang; 

Cat? ca. Nghi quyet hoi nglzi Gong chat; nguai lao eking cling chat; ;wadi lao 
elf5ng co quan So.  Y to ngay 16/01/2023; 

UBND 	BAC GIANG 
SO 

SU: 192 'QD-SYT 
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Theo cle nght cua Phong To chor - Hanh chinh va Chu tich Ging cloan co' 
quan So Y te. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy cite chi tieu nOi be, Quan ly 
va sir dung tai san ding dm ca quan SO,  Y to Bac Giang. 

Dieu 2. Quyet dinh c6 hieu Luc Ice tit ngay 03/02/2023. Quyet dinh nay 
thay the Quyet dinh so 259/QD-SYT 09/3/2021 ve viec Ban hanh Quy cite chi 
tieu nei be, Quart iy va sit dung tat san tong caa ca quan Set Y to Bac Giang. 

Dieu 3. Tare(' ng the phong, Chanh thanh tra vet toan the Cong chat, nguai lao 
dOng co.  quan See Y to can cir Quyet dinh thi hank/. 

Noi nlitin: 
- Nhu di ell 3 (cle t/h); 
- S& Tai chinh (bao cdo); 
- Kho bac Nha nunc tinh; 
- Lanli dao Sb Y te; 
- Chi; Lich C6ng doan ca quan 	Y te; 
- Lull VT, TO-tc. 

KT. GIAM DOC 
PHO GIAM DOC 

 

Nguyen Van Binh 
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UBND TINH BAC GIANG 	CQNG HOA XA HQI CHH NGIIIA VIET NAM 
SO Y TE 	 Doe hip - Tv' do - Hanh pink  

QUY CHE CHI TIED NQI BQ 

(Ban hthnh ken theo Quyet dinh so 192/QD-SYT ngaji 03 /02/2023 etia 

Glarn (-lac Sr) Yte tinh Bac Giang) 

Chuang I 

QUY DINH CHUNG 

Di&I 1. Phkrm vi, doi tuvng &At chinh 

1. Pham vi dieu chinh: Quy che nay quy dinh the do, tieu chuan va dinh 
mac ap dung thOng nhat ye chi tieu not be va guan 19, sir dung tai san cong 
trong co quan SO Y 

2. D6i tuang ap dung: Cong chfrc, nguai lao Ong, ngueri disqc biet phai 
den lam viec tai ca quail SO; cac phOng chuyen mon nghiep vu va Wong duong 
thuec SO: Y te. 

3. Tai san guy dinhp 	quail 19 bao g6m: nha cfra, r vt !den trim, khunn vien, 
cay xanh, 6 tO, he thong tin hoc, dieu hoa, ban ghe, to va cac trang bi khac 
phvc vu cong tac et:.1 ca quan Sec ke ea cac tai san thug moan. 

Dieu 2. Muc dich tiny hien quy die 

1. Tao guyen chn Ong cho thfi twang co: quan trong quart 19, sir citing tai 
san WI chi tieu tai chinh. 

2. Tao dieu lien de Ceng chirc, ngtrai lao dOng, ding elide va ngtrai lao 
dOng trong ca quan SO Y to chic Ong, sang tao trong that hien nhiem vu &roc 
giao, gop phan hoan thanh tot nhiem vu. 

3. Thfic day viec sap xep, to cline be may tinh gpn, time hanh het kiem, 
thong fang phi trong viec sir dung lao dong, kinh phi quail ly hanh chinh. 

4. Tao su cong bang trong thuc hien nhiem vu, khuyen khich ti ler ki'em 
chi, thu hut vet gift duct nhang ngueyi c6 Ming lac trong ca quan; 

5. La can cu de quail 19, sir dung va thanh guyet than kinh phi quail 19 
hanh chinh darn bao cac boat Ong dm co quan tren co se: cac guy dinh cua 
phap luat hien hanh. 

Dieu 3. Nguyen tAc that MO guy c14 

1. Mai dam bao quan 19 tai san va stir dung kinh phi not be theo guy dinh 
hien hanh. 

2. Darn bao sO: dung co hieu qua ngan sach nha nu& va cac nguon thu 
hop phap tren nguyen tat clan cho, cong bang, cong khai, bao dam guy'en lai 
hop phap cita COng chat, ngtreyi lao deng Gang chirc theo let gua cong viec va 
trach nhiem cfia thug ngtroi a thug vi tri Gong tac. 
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3. nue hien cong khai, minh bach trong mua sans, trang bi va sir dung 
tai san nha nutc; nang cao tinh than tiet kiem trong quail 19 kinh phi, tai san 
cong. Viec theo doi quail ly tai san, thu, chi kinh phi 

the 
hien dung cac quy 

dinh hien HIM dm Nha nutc va quy dinh 	Quy che nay, la can cu de danh 
gia thi dua, xem xet phan phi thu nhap phan kinh phi filet kiem duty. 

4. Duet thao luan cOng khai, dan chu trong co quan. 

5. Nghiem cam viec sir dung cong quy trai vol guy dinh hien hanh. 

DiLlu 4. Can cti xay thing Quy the 

1. Can cir vao the de, tieu chuan dinh mire chi tai chinh hien hanh cim cac 
co quamnha mak co tham quyen ban hanh: 

Can cu Nghi dinh so 130/2005/ND-CP ngdy 17/10/2005;, 	Nghi dinh 
117/2013/ND-CP ngay 07/10/2013 cilia Chinh 	sira (lei, be sung met so dieu 
cua Nghi dinh se 130/2005/ND-CP ngdy 17/10/2005 cim Chinh phi' guy dinh 
the do by chit, to chiu track nhiem ye sir dung Bien the Ira kinh phi quail 19 
hanh chinh doi yei cac co quan nha nuerc; 

Can cir Thong to so 71/2014/TTLT-BTC-BNV ngay 30/5/2014 cilia hen 
Be Tai chinh - BO Nei vu ye viec guy dinh che de by chili, tty chiu trach nhiem 
ye sir dung kinh phi quail 19 hanh chinh den vOi cac co quan nha nutc; 

Can dr Nghi quyet se 04/2017/NQ-EIDND ngay 13/7/2017 cilia Hei ding 
nhan rdan tinh Bac Giang Quy 	the do boi direng 	nguti lam nhiem 
vu tiep cong clan, )(it lY don Ichieu nai, to cao, kien nghi, pilaff anh tren dia ban 
tinh Bac Giang; 

Can cu' Nghi guy'et se 15/2013/NQ-HDND ngay 11/7/20] 3; Nghi guyet se 
1 1 /2017/NQ-LIDND ngay 13/7/2017 cim Hei (long nhan dan tinh Bac Giang Sin 
den, be sung met so diet] cilia Nghi guyet se 15/2013/NQ-HDND ngay 11/7/2013 
cilia H6i ding nhan dan tinh guy dinh mat chi cho bao (tam ding tac cai each 
hanh chinh, nha nutc va cac hoat Ong kiem soot Hui tifc hanh chinh tren dia ban 
tinh Bac Giang; 

, 	Can Cit 	guyet dinh se 33/2017/NQ-HDND ngdy 08/12/2017 cilia Bei 
Bong nhan dan tinh Bac Giang Quy dinh mire chi cong tic phi, chi hei nghi dei 
voi cac co quan nha nubc, don vi su nghiep cong lap trail dia ban tinh Bac 
Giang; 

Can cif Nghi guyet se 15/2019/NQ-14DND ngay 11/7/2019r  cilia Bei ding 
nhan dan tinh Bac Clang Quy dinh met se not dung, mire chi tiep khach rank 
ngoai va khach trong nuot lam viec tai tinh Bac Giang; 

Can cU Quyet dinh 50/QD-TTg nay 31/12/2017 cilia TIM Mang Chinh phi 
quy dinh ye tieu chuan, dinh Milt sit dung may mec, thief hi: 

Can cu Nghi dinh se 151/2017/ND-CP ngay 06/12/2017 cilia Chinh phi ye 
viec quy dinh chi tiet met se dial cilia luat Quan 19, sir dung tai san cOng; Can dr 
Thong to se 144/2017/TT-BTC ngay 29/12/2017 dm BO trueng Bo Tai 
chinh huOng din met so nei dung cilia Nghi dinh so 151/2017/ND-CP ngdy 
06/12/2017 cita Chinh 
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Can dr Nghi Quyet so 66/2021/NQ-HDND ngay 10/12/2021 dm IdOi dOng 
nhan dan tinh Bac Giang ye ban hinh Quy dinh phan cap tham guyen quan 19, sir dung 
tai san cong tai ca quail, to chnc, dun vi dm& pham vi quan 1y cua dia pinion tren dia 
ban tinh Bac Giang; 

2. ,Can 	vao tinh hinh thtrc hien cong tac chi tieu tai chinh va viec cyan 
ly mua sm 	san e dinh cua ca quan SO. 

3. Can dr vao chuong trinh, ke hoach nhiem vu ciia Sey Y to va du toan 
NSNN throe Uy ban nhan dan tinh giao thirty hien the do ttr chn nam ke hoach. 

, Xdy dung Quy 	khang vuat qua mire chi do cdc ca quan nha italic co 
tham guyen ban hanh va phi' hap veri hoat Ong dac thu cua ca quan, darn bdo 
hoan thanh nhiem vu chinh tri throe giao; dux hien hog deng thuerng xuyen, 
phO hap vol clarc nang, nhiem vu cita dan vi. 

Dieu 5. Kink phi thtyc hien tiy chfi 

1. Ngfin sach nha lurk cap. 

2. Cac khoan phi, le phi duac de lai theo the de quy dinh. 
3. Cac khan]) thu hop phap kb& theo quy dinh cua phap luat. 

Dieu 6. Clic khoan chi thuc hien tiy chu 

1 Tien along 

2. Tien cong 

3. Phu cap luang 

4. Cac khoan deing gop theo luang 

5. Khen thirong, phitc lai 

6. Cac khoan thanh town khac cho ca nhan theo quy dinh 

7. Cac khoan thanh town dich vu cong cong (dien, mac, diet) thoai, :ding 
xe, ve sink...) 

8. Chi vat to van pilling (van phOng pham, cong cu dung cu, vat to van 
phong...) 

9. Chi dieing tin, tuyen truyen, lien lac 

10. Chi hOi nghi 

11.Chi ding tac phi 

12. Chi time, mtran (thug lao (King rival...) 

13. Chi mua sam, sda chum thaang xuyen 

14. Chi tiep khach 

15. Cac khoan chi hoat Ong thuang xuyen khac 

Dieu 7. TM san citing thfific co.  quan SO' 

1. Tai san cling bao 

a) Tai san hitu hinh 

- Nha dm, vat kien trite 

- May mac, thiet bi 
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- Phuong tien van tat, truyen dan 

- Thiet bt, dung cu pan ly: Ban, ghe, tit, gia ke dung tai 

- Suc vat lam viec, she vdt nuei phvc vu nghien cuu hoc ldy san pham, 
cay lau nam, vuOn cay canh, cay an qua, hem non b0. 

- Tai san co dinh khac. 

b) Tai san c6 dinh ve hinh 
- Gia tri quyen sir dung dat 

- Gia hi bang phat tninh sang the 
- Gid tri ban quyen tac gia, lieu dang cang nghiep, giai phap hitu ich 

- Gia tri phan mem may vi tinh. 
2. Tai san Co quan So• duoc hinh thank tir cdc ngu6n: 
a) Tai san hinh than!) do mua sam 

b) Tai san hinh thanh do thin to xay dung co ban 
c) Tai san do duoc cap, &ivy dieu chuyen den 
d) Tai san duoc tang cho. 
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Chilling II 

QUY DINH CU THE 
Dieu 8. Chi thanh town ca nhfin 

1. Tien krung, tien cong, phy cap lifung va cac khoan &mg Op 
- Tien krang, den ding, cac khoain Out cap theo luang va cac khoan &mg 

g6p Bao hiem, kinh phi cOng doan chi tra theo the dO quy dinh cua Nha nuarc. 
- Plurang thuc chi tra: Dirge chi tra 01 lan/thang vao tai khoan ca nhan 

cong chirc, nguth lao Ong. 

- Tien cOng etia Cong chirc, ngtroi lao Ong Op Ong (theo Gong viec) 
duqc tra theo,  thod thuan giira co' quan va ngtrgi dugc hap Ong lao Ong, dam 
bar) thong thap bon mire lucrng tai thieu \tang do Nha nuare quy dinh. 

2. Phu cap lAm them giir 

- Mai COng ?elute, ngirth lao Ong ding cho:c can ba tri, sap xep cOng viec 
hop 	khoa hoc de hoan thanh nhiem vu, chat track chive giao trong gia lam viec 
theo quy dinh cua Nha nuot, neu kheng boat) thanh nhiem vu chuyen mOn dtherc 
giao trong gia hank chinh, phai di lam ngoai gia co: quan khong thanh toan phu cap 
lam them gi6. 

- Co quan thanh town plut cap lam them gin: trong truing hop: Cling chirc, 
nguth lao dOng dugc phan cOng theo yeu cau cna Lanh ciao Sa (co phial giao 
viec hoac gift)/ be° lam them giey). 

- He so thO t is thanh town lam them gig: 

- Giay de nghi thanh than 

- Bang cham cOng lam them gio: 

+ Gay bao them gier 

- Bang thanh tmin 

Cuth thing be phan c6 phat sink lam them gio: phai gni day du ho so 
thanh than tien lam them gier ye be phan Ice town co: quan set cham nhat vao ngdy 
05 cna thvig sau. 

3. Tien thuung 

Viec khen va 1111k dm:Ong cho tap the, ca nhan trong co: quan thgc hien 
theo quy dinh cua Luat Thi dua Mien thisang va cac van ban htrang din cfm co 
quan c6 tham quyen. 

4. Ph& 191 tap the 

a. Thank Won film tan xe Ic/il ugh! pherp 

- Thuc hien theo ThOng to s6 141/2011/TT-BTC ngay 20/10/2011 va 
ThOng to 57/2014/TT-BTC ngay 05/5/2014 sira dth, be sung Thong ttr so 
141/201 UTT-BTC dm Be Tai chinh: Thu truing dun vi, truing cac phOng chdc 
ming phai co trach nhiem bO tri ,sap xep cong viec, theyi gian cho cOng chirc, 
nguth lao Ong nghi phep theo the do quy dinh. 
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- Cong chdc, nguari lao deng di nghi phep duet thanh toan m6i nam 01 
lan: Bao gem tien ye tau xe di va ve trong cac truerng hgp nghi phep di tham cha 
111c, vg hoac ehOng, con theo gia ye phtrang tien cong Ong thong anteing (khong 
thanh toan ye may bay). Truing hap di nghi phep o nuac ngodi ca quan Ichong 
thanh toan. 

- Nghi phep nam rid° chi dirge thanh Man nam dO, truPng hap vi cOng 
viec dugc Thu truang co quan cho 	thai gian nghi phep 115.111 sau thi van dugc 
thanh toan den nghi phep nam, uhung chi dugc thanh loan trong pham vi died 
gian chinh lY ngan sach den het 31 tilting 01 nam sau. 

- Thu tiic chnng tir thanh Wan: 

+ Giay nghi phep min) do Thu twang dun vi cap, co xac nhan cna ca 
quan, chinh quyen not nghi phep. 

+ VC tau, ye xe phuang tien dich vu cong cong. 

b. Chi meat wing 

- Thanh toan tien mua nuOc phut vu cac buOi hop, giao ban dm nganh 
mat chi 30.000denginguedingdy. 

- Thanh toan tien nu& uang cho COng chirc, ngudi lao Ong ding chirc, 
vien chirc co quan: Mire khoon kliong vaot qua qua 30.000 donginguoi/thang. 

c. Thanh wan lien try cap kluic 

- Try cap met Ian cho Gang chirc clang cong tic tai ca quan SO, dugc nghi 
nghi mat sire, tinh gian bien che: 1.000.000 donginguai. 

5. Thanh loan litm tro' dip di live 

* Dieu Icier ile cling cluit dniic cu• di deo too dye kw I'd sail dal bye 

- CO thol gian Ong Uric tit du 3 mint Ira len. 

- Chuyen nganh dao too phu hgp vui vi tri viec lam. 

- CO cam ket tiep Inc dive hien nhiem vu, cong vu sau khi hoan thanh 
chuang trinh dao tap trong thgi gian it nhat gap 02 lan thOi gian dao too. 

* Quy dinh ve quyen 	dill voi Cling c/ide di hpc 

- Cong chirc dugc ca quan cur di hoc tai chirc, tap trung phai dugc Op the 
cong chirc trong phOng ban bac thong nhat va phan ding Clang chine ]chic 116 try 
dam nhiem ding viec, khang anh ,huang den nhiem vn thmlyng xuyen 	phOng, 
kheng tang them bien che hoac hen lam them gig va co quyet dinh ch di hpc cua 
Lanh dao SO.  thi dugc InrUng nguyen luang trong thai gian di hpc theo ode quy 
dinh hien hanh cna nha nuot. Dugc co quan 1io Ira tien hoc phi bat buec theo 
quy dinh cua nha throng nai cong chirc theo hpc. 

- Doi 	cong chirc duck, cif di bye tic lop chuyen mon ngan han tap 
trung ngoai tinh duai 01 Mang, dugc 116 try' 160.000 d/ngay va dugc thanh toan 
cac khoan chi phi: Mua tai lieu, le phi dao tap theo ding van thong boo va chUng 
tn.  thu hop le dm ca quan to elide dao tag. 
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- Trugng hqp cong chtirc dugc ca quan dr di ciao tao, b6i chlang hoan 
thien tieu chuan b6 nhiem, tieu chuan ngach cong chirc, hoac di hoc khong nam 
trong yeu cau nhiem va va ke boach dao tao: Do eh nhan t r tilt ldnh phi. 

Di&I 9. Chi quiin 13% Wirth chinh 

1. Chi thanh town djch vu cling cong 

1.1. Ti'dn dien, furor sink hogs, 

Cong chtirc, nguai lao dOng trong co quan nghiem tilt thy°, hien cac viec 
nhan tiet kiem diem nu& cu the nhu sau: 

- Tat nguon cac trang thiet bi dien trong phong khi khong c6 ngugi lam viec. 
- Rut tat ca day nguilm ra khOi 8 cam dien, ho@c tat eau giao dien sau gig 

lam viec. 

- Voi cac phong bat dieu hoa, phai loon doing kin ctira, nham giam sty that 
Moat nhiet, tat may dieu hea nhiet dO trugc khi tan ser to 15 - 20 phut. Giao cho 
Phong TO chat - Hanh chinh dux hien giam sat viec sit dung dieu hoa. 

- Voi he thong den hanh lang, chi dugc bat khi can thiet phut vu cho viec 
an ninh, an Man trong ca quan. 

Tat ca cac Cong chtirc, nguai lao dOng cong chirc va ngugi lao dOng trong 
ca quan phai co Y Marc stir clung ti0t kiem mcgc sinh hottt, khOa cac vei nuOc khi 
stir dung xong. 

- Thanh town tin dien, nu& theo dint to stir clung. 

1.2. Dfing 105 sfr dung, didu itOng xe nit (link mire tieu hao nhien 111.3m 
- Tat ca moi trugng hop stir dpng xe 6 to dm co quan phai dugc strdOng 

cilia Giant dee Sri,dugcclang ky va cap Lenh dieu xe thong qua Phong To chive -
Hanh chinh. 

- Chi khi nao co lenh dieu xe, xe darn brio du the dieu kien kV thuat va 
an town thi lai xe moi dugc cho xe ra khai ca quan. Xe o CO phut vu ding Mc 
phai dam ye sink sach se. Phong TO chitc - Hanh chinh co trach nhiem lint gift 
lenh dieu xe goc ding gitiy xin xe va xtric nhan chi s6 cong to met xe yao ngay 
cuOi hang thang. 

- Xang dau xe 0 CO chi dime thanh Man theo hoh don quy dinh va don gia 
nhien lieu hien hanh kem theo lenh dieu xe va xec nhan so km dm nguai clang 
xe theo dung quy dinh (lei xe thanh town cac loci ye, le phi, giay di &tang kcp 
ding IRA tong lenh dieu xe). 

- Dinh mire tieu hao nhien lieu cho cac lo@i xe o to nhu sau: 

Xe 98A 00685 : Xang 	 : 14 lit/100 km 

Dail nhat 	: 4 lit/3000 km 

- Xe 98A 00116 : Xtiing 
	

20 lit/100 km 

Dau rthOt 	: 	8 lit/3000 km 

+ Tien rila xe: Mitt 200.000 doing/xe/thing chi tra cong voi ngay thanh 
tien Mang. 
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- Truemg hop tru'ng tap xe cue dun vi khac, ap dung thanh town theo dinh 
mire xang dm co quan chit so.  huh xe. 

2. Chi vat hr van phong: 

2.1. Vat tit, van phOng phem khoan bao 	Giay soon thao van ban, hitt, 
gh m, kep, cep tai lieu, s6 sach, xa phong... 

- Mac khoan cu the nhu sau: 60.000 deng/nguOi/thang (Op dung chung 
cho tat ca cong chthr, ngual lao &mg trong co.  quail So Y 

- TIM tic thanh toan: Gee phong 	COng chirc, ngueri lao dOng nhan 
tien khoan vat hr van phOng pham vao ngdy 15 hang thing tai phong Thil guy 
co quan. 

- Ngoai cac khoan nett tren cac phOng CO nhu cau mua vat Us, van phong 
pham (Gray A4, A3, mud in,,  phong bi, giay fax, USB de km di lieu, so ding 
van di, den,,giay than, dal gilly ve sink choi, turac ray, tong Cu, dung cu, vat to 
khac ....) de thus hien nhiem vu thuang xuyen va dot xuat Hide, cac phong lap 
der trn gut phOng T6 chic - ,Hanh chinh tong hop bao cho Lanh dao SO duyet 
mua va cap phat theo time to cho thug phong darn bao sir dung ea hien qua va 
tiet kiem. 

- Vat tit' van phong phlim phut vu cho cec chuang trinh, du en dugc thanh 
titian tit nguOn kinh phi cue die chuang trinh, du an, khong tinh vao dinh mud 
khoan chi quan ly hanh chinh dm don 

2.2. Quy dinh sit dung may pho to: 

- PhOng TO chive - Hanh chinh giao cho Gong chitc, nguai lao Ong quart 
19 va sit dung may pho to, in sao van ban theo not nhan cOng van da dugc Lanh 
dao SO hoac PhOng TO cherc - Minh chinh duyet. Khong sir dung may pho toqua 
tai, truong hop luong van ban can ph6 to nhieu, vuo't Hid nang ding suit may 
pho to ca quan (tai lieu hei nghi, van ban phut vu cac phien hop HDND tinh, 
UBND tinh...) Van thu hoec cite phong chuyen mon de nghi bang van ban trinh 
lanh dao duyet the ph6 to tai ca so.  dich vu ngotli. 

3. Quail 13"/ va dinh mire 	thing dies timai, may Fax co quan 

Can cu dac diem, chile nang nhiem vu cua Lanh dao SO va cac phong 
chuyen men, quy dinh khoan clink mire sir dung dien Ulm)" (bao gom ca tien thug 
bao va thue VAT) cho die phOng nhu sau: 

- May 854531 (Giam d6c) : 	 250.000 dOng/thang. 

- May 859784 (PIM GD) : 	 250.000 dang/thang. 

- May 555096 (PIM GD) : 	 250.000 dOng/thang. 
- May 555348 (PhO GD): 	 250.000 dOng/thang. 
- May 854227 (Van thu) : 	 200.000 dOng/theng. 
- May 554050 (May Fax) : 	 200.000 dOng/thang. 
- May 855399 (TTra) : 	 200.000 dOng/thang. 
- May 853062 (Tat chinh): 	 200.000 dOng/thang. 
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- May 859795 (ICH): 

- May 857140 (TCHC) : 

- May 856582 (QLD) : 

- May 852407 (NVY) : 

- May 555738 (FINYDTN): 

200.000 clOng/thang. 

200.000 clOng/thang. 

200.000 clOng/thang. 

200.000 dung/thing. 

200.000 long/thing. 
- Can ca mire khoan tree, Taring cac pi-1611g quy dinh quail 19 sir dung 

dien thoai trong not 130 phong minh. Phong To claire - Hanh chinh cop trach 
nhiem tong hop mat sir dung caa cac phOng tren ca sir hod dan chimg,tir, bang 
Ice thyc cda ca,guan 	dien, neu vugt Mire khoan phai nOp den phan chenh 
lech ye phOng TO °him - Hanh chinh (D/c thu guy), nen thap bon mire khoan 
duoc chi tra phan chenh Lech de tang thu nhap cho CC-mg cbdc, ngual lao dOng 
trong phong ya dugc thanh toan bn hit vao ngay 15 hang thing. 

- Khoon mac phi dien thoai cling vu nha rieng lanh dao dirge thanh toan 
cling ngay chuyen luang hang thing, cu the: 

+ Giam dem SO:: Dien thoai co dinh nha rieng 100.000 dOng/thang; Dien 
thoai di Ong 250.000 dong/thang. 

-1- Pho giam clOc SO: Dien thoai c6 dinh 100.000 dOng/thang. 

- Cac se may DT: 3555285 (phOng tong hap), 3555760 (BO phan mot 
cda) 3526156 (Bao ve) thanh toan theo cunt phi thyc te. 

- Dien thoai di dOng "dtrong day nong" giao cho cac phong loan phien 
guan 19 va sir dung plum vu viec tiep nhan, tra 101 nhani clfin, khong 	dung vao 
viec, rieng 	urge mang ADSL dirge thanh toan thirty te tonguen kinh phi hanh 
nghe y, dirge to nhan dugc trieh Lai dan 

4. Stir thing biro chi, tem thu 

- Bao Nhan dan, Bao Bac Giang, Bao sat khge va ddi sang va mot so biro 
tap chi khac plum vu chuyen nganh nghiep vu giao cho phong TO chat - Hanh 
chinh de xuat trinh lanh dao phe duyet. 

- Cage buu chinh, chuyen phat nhanh, tai lieu, buy pham, guang cao... 
Thanh Man theo sir ding thus te bang chimg tir cua him dien td nguOn kinh phi 
hanh nghe y, dugc to nhan dome trich lai don 

5. Quy dinh Ye chi hgi nghi 

Cac phong clugc giao cho tri tO ehirc hOi nghi phai co ke hoach to chirc 
hei nghi, nghien dm de xuat, bo tri hgp ly ye thari gian, dia diem, thanh phan va 
so ltrong ddi bieu cho thich hop de dirt hieu qua cao nhat va giAm chi phi nOi 
clung va dinh mac chi durc hien theo Nghi guyet dinh so 33/2017/NQ-HDND 
ngay 08/12/2017; Nghi guy& dinh se 27/2018/NQ-HDND ngay 07/12/2018 dm 
Iioi dOng nhan dan tinh Bac Giang Quy dinh mire chi dinh cho ding tic dao 
tao, ben clueing Ong chat, nguoi lao &Ong, cOng chne, vien chine den dia ban 
tinh Bac Giang va cac quy dinh hien hanh. 

6. Quy dinh Nie thanh than cling tic phi 

Can cir vao se kinh phi dirge giao, Lanh dao SO guyet dinh mire chi cang 

• 
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the phi cho nguai di °Ong tac nhung darn bao khOng yugt qua mire chi tOi da 
dugc quy dinh tat Nghi quyet dinh se 33/2017/NQ-EIDND ngay 08/12/2017 dm 
HOi &mg nhan dan tinh Bac Giang va cac quy dinh hien hanh. 

COng clurc va nguoi lao dOng di cOng tae rrigodi tinh phai dugc Laub dao 
SO' giao nhiem vy.; ,giay 	duang co chit k9, dau cua Lanh ciao co quan hoac 
nguai dugc uY quyen; ghi rO ngdy di, ngay ye, co chit k9 va clan cua dun vi nai 
den ding tac; ghi re phuang tien di lai (xe co: quan, hay fir the) thi awe thanh 
town, Cu the nhu sau: 

6.1. Thank loan tier phica'ng lien di cong tar 

- Ngtthi di cong tac dugc thanh town tien phuang tien tit ca quan den san 
bay, ga tau, ben xe, not den Gong tac va chieu ngtroc lai bao gem: Tien ye tau, 
xe, mac qua pita, qua de cho ban than va phuang tien cita nguiri di cong Mc, phi 
qua eau, duOng, le phi san bay (neu co) WI mac hanh ly phuc vu cho chuyen di 
ma nguOi di Gang Mc true tiep chi MI (chi ap dung den \Teri cong chits nguai lao 
dOng di cOng tac ngoai tinh), 	mem thanh townIthong bao gom cac dich vu 
lam tham quan du itch, tien an, dm dich vu khae..., Rieng ehung tir thanh town 
ye may bay ngoai cu6ng ve (hoac ye dien tit), h6a don, phai keen theo the len 
may bay, dugc lanh ciao phe duyet sir dung phuong tien may bay. 

- Cang chnc CO he so chnc vu 0,7 tra len duct thanh Man ye may bay theo 
gia hoa don aye te. 

- Truang hop ca nhan khong air  tieu chuan nhung phai sir dung phuang 
tien may bay de di cOng tae. Giant,  doe Sa xem xet duyet cho Cong chdc va 
nguai 	dOng dugc di cong tac bang phuang tien may bay, tau hod, xe o to 
hoac phuang tien Gong cong hoac cac phuang tien kirk bao dam nguyen tac tiet 
kiem, hieu qua; 

- Truang hgp co quan cu Ceng chnt, nguoi lao deng di cOng tac va co 
quan, don vi not Ceng chuc, nguai lao dOng den cong tac do be tri phuang tien 
van chuyen thi nguoi di cOng tae khang dugc thanh town cac khoan chi nay. 

- DOi \Tat yang kheng CO phuang tien van tai cua to chnc, ca nhan kinh 
doanh Alan tai hanh khach theo quy dinh cnar phap luat, ma nguoi di cOng Mc phai 
thue phuang tien van tai khac, thi Giam doe So xem xet guyet dinh cho thanh 
than tien thue phuang tien ma nguoi di cong Mc Et thue, tren ca ser hgp dong the 
phuang tien hoCc giay bien nhan cua chit phuang tien (CO Lila den gia Van tai 
phuang tien khae, dang thirc hien cOng that diem tai yOng do cho phi hgp). 

6.2. Thank loan khotin tien try tae phirang tier di cOng tar 

a. Den vai lanh dao co tieu chuan dugc be tri xe o to di clang tac theo quy 
dinh cita Thu Mang Chinh pint, nhung co quan khong 136 tri dugc xe o to cho 
nguai di cong Me ma nguai di cOng Mc phai to toe phuang tien khi di cong Mc 
each try so' co quan to 15 km trO len thi dugc co quan thanh town khoan tir the 
phuong tien khi di cong Mc. Mitt thanh town khoan to titc phuang tien dirge tinh 
theo ki to met (1cm) Uwe to va don gia thue xe. Don gia time xe tinh theo gia cita 
hang Taxi tiling binh tai Bac Giang: 9000 deing/Olkm. 
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b. Deli vai cac doi tugng Cong chin: ]thong có tieu chuan dirge ha tri xe 
khi di ding the ngoai tinh ma tar the phuang den ca nhan etta minh, thi doge 
thanh town Idman tien to tut phtrang tien, theo s6 kin thne di nhau yai don gia 
khoan. Dan gia 'Moan tien nhien lieu Ara khau hao xe IA 2000 dong/Olkm. 

ChUng tir thanh town Ichoan to tut phucing tien 	Giay di clueing dm 
nguai di cling tac, co xdc nhan cOa ca quan nai den Gong tac (hoac cna khach san, 
nha khach); bang ke 	dAi quang duang di ding the, trinh Giam doe Sa duyet 
thanh town. 

6.3. Phu cap lint trio thug Me ngodi dab 

Phu cap lun tilt IA khoan tien do co. quan chi cho nguai di cong tae de Ito 
trg them ding van lien lucxng nham dam bao tien an cho nguai di cling tac, dupe 
tinh tn ngay bat cidu di cling tac den khi ket thus dqt cOng tac tra ye co quan, 
dart vi (bao gem thai gian di tren duang, Choi gian Itru trit tai noi den ding the) 
cu the: 

- Trugng hap dugc cu di cong tac ngoai tinh mire phi cap luu kir: 
160.000 dengingayingugi. 

- Truong hqp dugc err di ding tee ngoai tinh trong ngay (di ye trong 
ngay): thai gian thus to di cling tac tit da 08 tiling (8 gig) trer len thi dirge thanh 
town phu cap km trn. 

- Clang chat, nguai lao Ong dugc crr di cong tac lam nhiem Ant tren bien, 
dao thi dirge huang mire phi cap km tilt IA 280.000 dOngingueri/ngay thus to di 
bien, (Mo. 

Chung tir lam can dr thanh loan phi( cap tun tin 	gidy mai, van ban 
hoac Ice poach cOng the da dugc Lanh dao Ser duyet va en di cong tac; gidy di 
throng c6 doing dau dm co: quan cfr Cong chuc, nguai lao dgng di cong the va Icy 
xae nhan deing dau ngay den, ngay di Cua ca quan nol Cling chirc, nguai lao 
Ong den ding the (hoac cua khach san, ntha khach not cu tin). 

6.4. Thank Man tien time phong tighi ding tiro ngodi thth 

Trong taking hap nguai di cOng the dugc thanh Man theo gid thue phong 
that to (c6 hoa dan hap phap) do TIM truang co' quan, dun vi duyet theo tieu 
chuan time phong nhu sau: 

a. Di cong tac tai uric (than, thanh phi thuOc thanh phi true thuOe trung 
uang va thanh phi la do thi loai I thuge tinh: thanh town mire gia thue phong ngn 
tai da la 800.000 dongingay/phong theo tieu chuan 2 ngtrai/phOng; 

b. Di Gong tac tai cac Wing con IM dirge thanh town mire gia dm& phong 
ngn ten da IA 600.000 dongingthy/phong theo tieu chuan 2 nguai/phong; 

Tailing hqp di cong the mgt minh hodc (loan cOng the eel 16 nguai hoac 16 
ngtrai klthe giai thi dirge thue phong riling theo mire gia thue phong th(rc to 
nbung tai da khOng dirge yarn mire tien time phong city nhang nguai di cling 
dorm (theo tieu chuan 2 nguni/phOng); 
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Truerng hop Cong chirc, ngtrOi lao d6ng di ding tile den nal co quan, dun 
vi da ho tri duoc ch6 nghi khong phai tra tien thug ch6 nghi thi ngtreii di ding tic 
khong dtroc thanh town khoan tien thug pilot-1g nghi. 

ChUng to lam can dr thanh toan tien thug pheng nghi gem: giay mai, van 
ban hoac ice hoach cong tac da throe Lan') dao Sa duyet so luting ngay cu di 
ding the; giay di duemg co clang clau dm co quan cu Cong chirc, nguai lao deng 
di cong tic va ky xac nhan dOng clau ngay den, ngay di cua co' quan not Cong 
chirc, ngueri lao deng den ding tac (hoac cua khach san, nha khach nai kin tin) 
va hod don hop phap. 

6.5. Thank Man lien khoan cling kic phi trong fink then (hang 

a. Time hien khoon cong tac phi cho cong chat, nguai lao deng piled 
thuang xuyen di cong tac luu deng tren 10 ngay/thing mire lchodn: 400.000 
dong/ngueri/thang. 

b. Cong chat, ngueri lao deng khi da Inteng cong tac phi khoan hang 
thing thi khOng that hien ding tac phi theo tong chuyen cong tac khi di cong tic 
trong tinh. 

c. Cong chirc, ngtrai lao dOng &roc dr di hoc, dao tao, tap huan tap trung 
ter 13 ngay lam viec tra len/thang khong dirge huOng Rhona cong tic phi thing. 

6.6. Truowg Nip di cong the theo dam phiii hyp lieu ngnnh, lien co' quan 

- Di cong tac theo doem phi hop lien nganh, lien co quan do Thu tracing 
co quan quail ly nha nuac cap tren trieu tap, thing dung; hoac phOi hop de cling 
thuc hien cac phan viec thuoc nhiem vu chink tri cua m6i co quan, thi co quan 
chi) tri doem cong tic chin trach nhiem chi tien tau xe di 	va emit hanh 19, tai 
lieu mang theo de lam viec (nett co) cho ngtrai di cong tac theo doem. Truing 
hop cac ca nhan thu6c thanh phan doan cong tac ]thong di tap trung theo (loan 
den nal cong tac thi ca quan cu ngtroi di cong tac thanh toan tien tau xe di loi vet 
mac hanh 19, tai lieu mang theo de lam viec (lieu co) cho ngueri di cong Uric. 
Ngoeti ra, ,ca quan 	nguai di ding tic co trach nhiem thanh todn tien phy cap 
luu 	filen time ch6 cho ngtro.i dirge mit di ding tac. 

- ChUng Ur lam can cir thanh toan: Ngoai chirng tit thanh toan quy dinh 
tai tiet 6.1, 6.2, 6.3 vet 6.4 khoan 6 cua dieu nay, phat co ding van trung tap (thu 
mai, cong van mai) Gong chive, ngtrai lao Ong thu6c co.  quan, don vi khac di 
cong tac trong de ghi re Udell nhiem thanh toan cac khoan chi phi cho chuyen di 
cong tat cua m6i co quan, don 

7. Thue mturin ngoai 

Cac phong, ca nhan trong co quan cO nhu cau ve thue =an phut vu ding 
lac cua co.  quan phai lap gidy de nghi gdi phOng TO chirc - Hanh chinh tang hop 
ben cao Lanh dao SO xem xet k9 duyet moi dime Mix hien. 

8. Chi nghiep vu chuyen mon 

Chi theo dive to dai yea Mug nghiep vet cu the, phOng TO chOc - Hanh 
chinh phoi hop voi cac phemg, don vi thuc hien nhiem vu chuyen mon cua SO 
dam ban hoar) thank nhiem vu va thuc hanh tiet kiem. 
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9. Chi sera chila thuirng xuyen 

- Cac phOng phai c6 trach nhiem quint 19, sir dung tai sin theo dung quy 
trinh ky thuat ctla tang loai may mac thiet bi duqc trang 

- Kii tai sin bi hu hOng, cac bo phan, ca nhan clang str dung va quin 19 tai 
sin phii co de xuat site china gin PhOng To chirc - Hanh chinh tong hap bao cao 
Lanh ciao SO kV duyet m6 thuc hien. Twang hap mua saris thay the, sin chita 
tai sin hang do nguyen nhan chin quan cita nguai sir dung thi ca nhan, hay 
phOng duac giao quin 19 sir citing tai sin do phii den bit tien mua sim thay the 
hoac si a chita tai sin do. 

- Kinh phi sea chtla tai sin co gia tri tin 5.000.000d (nun trieu) duai 20 
trieu thi phii tien hanh cac buOt sau: 

+ Giay de xuit, bao hang; 

- Giiy bio gia: 3 not cung irng; 

+ Hyp dOng kinh t6; 

- Thanh ly hop dOng; 

Hoa don hap le; 

- Bien bin nghiem thu hoac xec nhan tinh trang tai sin sau khi sire 
they the pint tong. 

- Kinh phi sira china tai sin co gia tri tin 20.000.000 clang (hai maul trieu 
citing) tra len then quy dinh hien hanh cna nha nuot. 

10. Chi Ichiic 

- Chi tiep khich trong mr6c: Chi mai cam (Da bao gOm dO uong): theo 
Nghi quyet so 15/2019/NQ-HDND tinh Bic Giang ngay 11/7/2019. 

a. Doan khach lao thanh each mang; coin bi me Viet Nam anh himg; 
coin khach ca se la ba con din hoc thieu so; coin khach gia ling, 

,
truang, ban, 

ngtthi co uy tin trong viing dOng bao din Mc linen se; khoch la cac nha dfiu tu 
den than va lam viec tim hien moi truOng dau to nhim tat) 	kien cho dia 
phuang ma rang, thu hit cac du an dau tut; cac nha tai try, vien try den tharn va 
lam viec tai dia phuang trien khai cac din an tai try, vien trg cho dia phuang: 
Mac chi tOi da kitting qua 300.000 deng/suat. 

b. Khach thuc cac co.  quan Trung Tsang, tinh ban ye them va lam viec tai tinh: 

Doan khach co truong down IA nguai c6 chit vu tit BO 	Thin twang,  
twang; Bi this, PM 131 tint Tinh iry, Chu tich, Pho Chit tich HOi (long nhin din, 
Uy ban nhin din tinh va cac chat danh tuang timing tie.  len: Mac chi tai da 
Bong qua 300.000 dong/suit; 

Cic Join khach khac: Mire chi tOi da. khong qua 250.000 dOng/suit. 

c. Khach thuc cac co quan, to chute, ca nhin lien quan trong tint): Do thn 
timing co quan, don vi quyet dinh mire chi cho phit hop nhtmg tOi da khong qua 
200.000 dOng/sunt. 
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Thu tic thanh town tiep khach: Cot phOng, ca nhan dtroc giao nhiem vu 
tiep khach phair boan tat day dill thu tic thanh town nhu: Gay 	tiep khach (ghi 
re dei Wong. se luong khach), hea don, giity de right thanh town,.... 

- Chi wen the ntrac tiep khach tai phOng Giam dec va cac Phi) giam dee 
SO: Y to theo dive to sir dung. 

- Cac khoan chi khac: Truk khi thyc hien phai dugc su &mg y phe duyet 
cua Liinh dao So. 

Cac khoan: &to hiem tat san, phuang tier, IQ phi cac loai .... chi thco 
ante to co chtling tir hop le duet Lanh dao 	duyet. 

- Doi vai cac dean khach twee ngoin deu lam viec tai co quan: Cac khoan 
chi le tan, dich thuat, tang pham, tiec chieu dat, tien an WI die khoan clii khac, ap 
dung dinh mire chi quy dinh tai Thong tu se 71/2018/TT-BTC ngay 10/8/2018 
cilia Be Tai chinh. 

DiQu 10. Mua sam tai san c6 dinh 

Thut hien thco quy dinh tai cac van ban hien hanh cua Nha nuec. 

Dieu 11. Quiin ly, sit dung phi, IQ phi diryt de lai va die khoan thu 
hop phap khac theo quy dinh cfia Phap luat 

I. Phi tham dinh hanh nghe y, duet tu nhan. 

Cac not dung chi thut hien theo quy dinh tai Nght dinh 20/2016/ND-CP 
ngay 23/8/2016 Gin Chinh phit Quy dinh chi tiet va huang dan thi hanh met se 
dien cua luat phi va le phi, va cac quy dinh hien hanh. 

2. Cac khoan thu hop phap khac cha don vi duac de lai sir dung nhu: 

,Lai hen giti...sau khi trig di chi phi phut 	trot tiep cho boat deng do khi 
con ket du thi duet chi cho cwt hoat deng thmeng xuyen cua co quan. 

, Thu tir ban he so mei than., he so yeti can sau khi thyc hien nghia vu nep 
thug theo quy dinh, chi phi pinto vu truc tiep cho hoar Ong dO con tat (nett co) 
nep NSNN theo quy dirth hien hanh. 

DiQu 12. Sir dung kinh phi quail. 1Y hank chinh tiet kiQm dime 
1. Xac dinh nguon kinh phi tiet kiem chi (wan Iy hank chinh 

Ket thtic nam ngan sach, sau khi don vi da hoan thanh het dm nhiem vu 
chi ngfin sach duet giao, ngtiOn kinh phi chi quan lY hanh chinh tiet kiem &roc 
xac dinh tren co so chenh lech glib so chi thyc to thap hen du titan kinh phi 
quan lY hanh chinh duet giao thuc hien the do fir cho ye chenh tech Oita thu -
chi cac ngu'On thu phile phi, nguen thu khac thi phan chenh loch nay dirge xac 
dinh la kinh phi bet kiem. 

Hang nfith can dr vao chenh loch thu - chi time to de phan phei thu nhap 
tang them theo ty le thuan (tang - giam) cho pH hop. Nett co tang thu bat 
thuOng thi gianh met plan kinh phi phfin be tram sau de dam bito thu nhap en 
dinh. 

2. Kinh phi tiet kiem dime sit dung cho the nQi dung 
a. Chi khen thueng 
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- Chi khen thuang dinh ky hoec dot xuat cho tap the, ca nhan theo lcet qua 
cOng viec va thanh tich (long g6p ngoai the de khen thuang theo quy dinh hien 
hanh cua Luat Thi dua khen thuang. 

- Chi thuang cho cdc phong chuyen men thu6c So time hien nhiem vu 
duos giao: Can cu ket,  qua dinh 	xep loai,  chat luang hang nam cua Giam 
doe Ser (Hoan thanh tt nhiem 	v u tra len:,  xep lc* A; Hoan thanh nhiem vu 
xep 	B; khOng boan thanh nhiem vu: xep loai C); mitt thuang: can cur vac) 
nguen kink phi tiet kiem,dugc Giam doc Ser thong nhat vat COng doan ca quan 
quyet dinh mac chi cu the tai da khong qua 100.000.000 deng/phong/nam. 

h. Chi hoat deng phut Iqi 
- Chi viec hieu: 

-F Cong chic, ugrrai lao 
ice 

trong dun vi clang cOng tic: KhOng qua 
1.000.000 dong/ngtrai (khong 	veng hoa). 

+ Vg (chong), to than phu mau, con elm COng chat, ngtroi lao deng 
trong ccr quan (dang con cOng tee): KhOng qua 500.000 denginguOi 	ke 
yOng hoa). 

+ Vg (thong), to then phu mau, con cfia nguyen Lanh ciao SO: KhOng 
qua 500.000 deng/ngueri (cheng ke \tong boa). 

+ Lanh dao du* Trung uong, Cap, B0, Cue, 	Vien, Lanh dao cap tinh 
clang cOng tee khOng qua 1.000.000 dong/ngueri (khong ke yOng hoa); VQ' 
(chong), trr then phu mau, con: Do this truOng ca quan xem „xet quyet chilli mac 
chi cho 	hqp nhung Icheng qua 500.000d/nguti °thong Ice yang hoa). 

-F Ban then lanh dao die se, ban, nganh down the, cac to chOc chinh tri xa 
het trong tinh, dia phuong not ca quan clang va lanh dao cac don vi true thuec: 
Mac chi khOng qua 500.000d/ngubi (Miring ke vOng boa); Vg (chong), to than 
php mew, con: mac chi khOng qua 500.000d/ngneri (khOng Ice \Tong boa). 

+ Leith ciao SO, Cong doan nganh, truang pito cac phong \fa uric cOng 
chirc, ngtrOi lao deng 

Ice 
co quan da right huu. Mac chi khong qua 

500.000d/ngual Ochong ke \long boa). 

- Chi vice hy: Ap dung den vol ban than cong chirc, ngtroi lao do, ng trong 
co quan, mac chi 1.000.000d/1 dam cueri. 

- Chi itet Duong lick, Tet Nguyen den, cac ngay Le lon trong nam, phong 
Ono yen hod, van,nghe, the thao tuy theo Ichd ming kinh phi cac ngtion ma Giam 
doe SO., thong nhat vol Cong doan ea quan quyet dinh mac chi cu the. 

- Che de toy cap klie ]chin dot xuat dupe ap clang cho nhang truOng hop 
ding chirc, ngtrOi lao Ong caa ca quan bj benh hiem ngheo, gia dinh rai yao 
hoan canh Idio khan (let xuat...clugc Lanh ciao SO ding &Ong doan xem xet quyet 
dinh nhtmg khOng qua 2 tan/liven/nem. 

- Chi tien thuec y to tai co quan; 

- Chi tien kham sirc khOe dinh Icy hang nam cho cOng chirc, ngtrei 
lao &Mg (Neu co dieu kien); 
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- Cale khoan chi khac do Lanh dao Sa them-1g nhat vii thing doan xem xet 
guyet dinh. 

c. Quy du phong on dinh thu nhap: 

TuY theo tinh hinh duty hien nhiem vu va nguon kinh phi tiet kiem dugc 
cua tong nam, neu xet thay kha nang tiet kiem kinh phi khong on dinh thi Thu 
truang don vi co the guyet dinh trick lap quji du phOng de On dinh thu nhap cho 
Cong chat, nguoi lao dOng, cong chic. 

d. Chi tra thu nhap tang them cho tong chirc, nguai lao deng: 

* Coal xac dinh thu nhap tang then': 

Hang mini can cif Yap chenh tech thu-chi that to de phan phi thu nhap 
tang them theo ty le thuan (tang-giam) cho OM,  hop. Neu co tang thu bat thu&ng 
thi gianh mot phfin kinh phi phan be nam sau de dam bao thu nhap On dinh. 

Trong pham vi nguan kinh phi tiet kiem dugc, ea quan that hien the JO 
to chti dugc dp dung he so tang them guy hen luong tai da khong qua 1,0 (m00 
lan/thang so \Jai tien luong ngach, bac, chine vu do nha nude guy dinh de Ira. thu 
nhap tang them cho COng chuc, ngtrai lao cl6ng citing chirc ILA nguai lao dling. 

De dam bao cong bang, dOng vier HUch le COng chirc, ngugi lao &ling 
cut cong tic, nang cao chat luong va hien qua cong viec vet dinh gia dfmg,  mite 
de dong 	cim mai Ong chirc, nguOi lao dOng cong chite, viec phan phOi thu 
nhap dugc xac dinh thco mire hoan thanh nhiem vu phan loai A, B, C; 

He s6 tang them guy chuan: 1,0 

-Muc tang them = 	Tang thu nhap tang them  

Tong he so tang them guy chuan x s6 thug huang 

TNTT = He so TT guy chuan x Mire Ong them x s6 thing x loai A,B,C 

Trong d6: 

Loaf A: Bang 100% he so dien chinh tang them. 

Loaf B: Bang 80% he so lieu chink tang them. 

Logi C: Bang 50% he so diem chink tang them. 

* Tiett childn binh xet: 

+ Loai A: Cong chuc, ngtrai lao (king dkit dirge tat ca cat tieu chi sau: 
- Hoan thanh tot moi nhiem vu dugc giao dam him ve khai Luling, chat 

lugng cong viec dOng thgt gian guy dinh; Chap hanh tat not guy, Quy the co 
quan, co tinh than doan Let, tinh than tap the, tinh than trach nhiem cao. 

- Guang mau chap hank chit twang chink sash cua bang, phap heat dm 
Nha nuac. 

- Dam bao du ngay Gong trong thing, gia ding trong ngay.  
- Dam him not lam viec sack se ggn gang, ngan nap. CO y tilde gift gin tai 

san khong lam hu hong hoar lam mat tai san. 
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+ Loai B: Clang chitc, nguai lao Ong co 1 trong cite tieu chi sau: 
- Hoan thanh clang tae chuyen mon. Chap hanh tat chn tru'ang chinh sach 

cua Bang, phap luat coa Nha mrac, not quy, quy the ca quan, co tinh than doan 
ket, tinh than tap the, tinh than trash nhiem. 

- 1-loan thanh nhiem vu dirge giao song Ithong dam bao tien do thai gian, 
bao cao ket (patting tae Man, thing khong dung thai gian quy dinh va khong 
dam bao du ngdy clang trong thing, gia clang trong ngdy. 

- Nghi huerng the dO am dau, thai san, tai nan lao dOng, benh nghe 
nghiep... tit 05 den 10 ngdy trong thing. 

+ Loai C: Clang chuc, nguai lao dOng co tieu chi sau: 

- Nghi Om dau, thai san, tai nan lao Ong, benh nghe nghiap tit 11 den 21 
ngity trong thing. 

+ Khong xet Con chat, ngtriri lao d'Ong du 1 trong the tieu chi sau: 

- Khang hoan thanh nhiem vu dirge giao, chat lugng cOng vies chua dam 
bao, tinh than doan ket, tinh thAn tap the, tinh than trash nhiem, y dint to ant 
ky luat khong cao. 

- Nghi am dau, thai san, tai nan lao dOng, benh nghe ngbiep tit 22 ngay 
trong thing. 

- Nghi lam vies khong co lY do. 

- Vi phan cac quy dinh cna phap Mat. 

- Vi phan chinh sach dan so - Ice hooch h6a gia dinh sinh con din: 3 tre 
hi ?dr 19 kY luat. 

- Thieu y tha•c gift gin tai san lam hu heng hoac lam mat tin san. 

* Truerng hop dac biet do Thii truing co: quan guyet dinh sau kin dal thOng 
nhat vai cc/Mg doan co quan. 

* Dai voi cite Cong chftc, nguai lao clang tai thai diem cuoi nam 
chuyen co quan khac hojc nghi luxu, dugs binh xet va hiring thu nhap tang them 
do' yeti die thong lam vies dine to tai co quan. 

* Hang 'hang cac phOng va twang duang ben hanh hop xet phan loci 
tnng Cong chftc, nguai lao Ong theo tieu chi A; B; C met each clang khai clan 
chit co bien ban binh xet va ding bang cham cong gUi ye pheng TO chin: - Minh 
chinh de tong hop bao cao Lanh dao sift xem xet quyet dinh. 

* Cuei nam, can cu yao ket qua binh xet coa cac phong, lanh dao SO: 
thanh lap Hai dOng de xem xet plating an chi tra tang them cho tang ding chive 
va nguai lao dOng (hoac timg phOng). KhOng thus hien Chia thu nhap tang them 
cao binh pan hoac chin theo he so luong. 

* Tra Chu nhap tang them: 

Vao titling 01 nam sau, sau khi xac dinh 56 kink phi quan ly hanh chinh 
tiet kiem dirge trong tram ba phan ice twin phoi hop yai cac bO phan hen quan 
xay Ong phuong an chi tra thu nhap tang them trong nam phit hop vii thus to 
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va kha nang nguon kinh phi tiet kiem trinh Lanh dao Sa xem xet thong nhat \Teri 
Cong doan ca quan Sa, quyet dinh. 

Viec tra thu nhap tang them cho tong cong chnc, nguen lao dOng bao dam 
theo nguyen tac gan veri chat luong va hi'eu qua cong viec. Mdc chi tra cu the do 
Thu truemg co quan quyet dinh sau khi thong nhat y kien vai to chU:c ding doan 
ca quan. 

* Tarn chi truerc thu nhap tang them: 

De dOng vien Cong chdc, ngueri lao dOng cong chirc phan dau hoan thanh 
nhiem vu, that hanh tiet kiem thong Lang phi; can cu tinh hinh thuc hien cim quy 
truerc, neu xet that' coquan co Idea nang tiet kiem du:qc kinh phi; TIM truerng ca 
quan can cu vao so kinh phi c6 the tiet kiem duqc de quyet dinh tarn chi truerc 
thu nhap tang them cho Cong chin, nguel lao dOng, ,cong 	va. ngtrOi lao 
deng trong co quan theo quy. Mdc,tam chi hang quy tOi da thong qua 60% quy 
tien luang met quy cna co quan. (neu co) 

Dieu 13. Quy dinh chi tieu nguen thu phi, le phi ye nguen thu khac: 

Cac khoan thu phi cap chung ,chi, thaw dinh hanh nghe Y, Dugc sau khi 
nep nghia vu ngan sach nha nu:6c phan con lai throe su dung theo the de, chi cac 
not dung nhu sau: 

- Trich ten thieu 40% bO sung vao quy tien luang cua dan vi theo quy dinh. 

- Chi thanh toan cho ca nhan time hien ding viec, dich vu va thu phi: Tien 
luang,, tien ding, pint cap luong, cac khoan dong g6p theo quy dinh clugc tinh 
nen tien luong (trill: chi phi tien luong cho Cong chdc, nguei Lao deng, cong 
chuc da hueing luong to ngfin sach nha ntrOc theo che do quy dinh). 

- Chi phi phuc vu cho viec that hien cong viec, dich vu va thu phi nhu: 
van phong pham, vat tu van ph6ng, Mang tin lien lac, dien, nuerc, ding Mc phi 
theo fiat chuan, dinh milt hien hanh. 

- Chi sira china Mu:Ong xuyen tai san, may moc, thiet bi true tiep phtic vu 
cho thuc hien cong viec, dich vu va thu phi. 

- Chi mua sam vat tu, nguyen lieu lien quan den viec time hien cling viec, 
dich vu va thu phi. 

- Trich khau hao tai san co dinh de that hien cong viec, dich vu va thu phi 
dOi voi don vi su nghiep Gong lap to bac,  dam chi thuerng xuyen va. chi dau tu to 
nguem thu phi. 

- Cac khoan chi khac lien quan den that hien cong viec, dich vu va thu phi. 
- Chi hO 	cho cong chirc lam viec tai bo phan mot cua theo (Theo NQ 

se 11/2017/NQ-HDND ngay 13/7/2017) dm HDND tinh Bac Giang, mut chi 
400.000dOng/ngu&i/thang; Chi FM try cho COng chdc la (tau me'n kiem soot thu 
tut hanh chinh, theo Nghi guy& 15/2013/NQ-HDNN ngay 11/7/2013 cna 
HDND tinh Bac Giang, Mat chi 20.000dOng/nguoi/ngay. 

- Kinh phi tiet kiem duvc to nguan thu phi, le phi va thu khac: Sfr dung 
theo quy dinh tai dieu 12 dia quy the nay. 
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Dieu 14. DOi tuvng &rot hir&ng thu nhip tang them 
- Doi \rod nguon kinh phi to chit: Cling chat, ngtrai lao (Icing thuec then 

the hok hap clang dai han trong quy luting Ca quan SO: Y to da het thai gian 
thir viec va c6 thai gian lam viec tai Sb Y to tar 6 thong tra 

- D6i vat nguem thu phi: 

+ Cong chirc, nguai lao dOng thuac bien the hok hop clang dai han 
trong quy Mang Ca quan Ser Y to da het thOi gian thfr viec va co Choi gian lam 
viec tai SO Y to to 6 Mang tra len. 

+ Ong chive, ngtrai lao dOng cOng chirc, vien chirc khong thuOc Wen 
the ca quan Sa Y to nhung throe trung tap, biet phai ye lam viec tai so Y to co 
theri gian tir 06 Mang trer len. 

Dieu 15. Quin IV va sir dung tai sin 

1. Quin xe 6 to 

- KhOng sir dung xe o to co quan phpc vu viec ca nhan. Lai xe chiu trach 
nhiem sir citing va boo quan xe ding you cau ve lieu chuan Icy thuat va quy dinh 
pan 19 tai san. 

2. Crie doi ttnyng sir dking xe to 

- Theo ThOng hr 24/2019/TT-BTC ngay 22/4/2019 am BO tai chinh 
Imang dan mot so not dung dm ,Nghi dinh 04/2019/ND-CP ngay 11/01/2019 
curt Chinh phi] Quy dinh tie,u chuan, dinh mire sr].  dung xe o to. 

- Truang hop kink do yeti dm khan cap hoAe do yeu cau dk biet phyc 
vu cOng tac, Giam ciao Sb xem xet guy& dinh 1)6 tri xe o to elm co quan hoAc 
thue dich vu xe O to cho cac chirc danh khong co den chufin sir dung xe 6 to. 

3. Quan IV va sir dung cac tai san khac 

a. Twang cac phang chiu track nhiem truerc Giant (lac ve quail 19 dOi vbi 
tai san clung chung cho pheng, ca nhan chiu track nhiem thine Truomg phang 
ve quail 19 d6i vai tai san giao cho ca nhan. Tai san ciaa ca quan phai duqc sir 
clung ding mac dick, dam boo het kiem, hieu qua. Nghiem cam Igi dung tai sari 
ca quan vao rime dich ca nhan. Khong throe hr 9 (lieu chuyen tai san da giao 
giita cac phong, eh nhan. Khi ,cac phang co tai san hang, khemg the sira china va 
khong the nen tic 	dung de phpc vu cOng tac,,  lank dao pheng phai co track 
nhiem ban giao 	cho TO chirc - Hank chinh de quan 19 va thank 19 theo quy 
dinh hien hank. 

b. Khi xay ra hien Mang hang tai san thi cac pheng co tai san bi hang 
phai co giay de nghi sira chaa giri PhOng TO cline - Hanh chinh; Phang TO 
chirc - Hank chink co troth nhiem phai cOng rigufyi sun ehna va khac yhuc. 
Neu khOng sim chfra &rot va thiet bi hang can phai thay the thi Phong TO chine 
- Hank chinh xac nh@n gni Lank dao SO duyet, phOngTO chirc - Hank chinh Sb 
co track nhiem mai don vi ben ngoai vao sin china va thay the cac thiet bi; 
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Phong TO chat - Hanh chinh trach nhiem phan ding nguti giam sat trong qua 
trinh don vi ben ngoai vao slam chum thay the. 

c. Phong TO dint - Hanh chinh co filch nhiem theo doi, quail ly chung 
mpi tai san cfia 	quan theo quy dinh cua Nha nuts. 

4. Quail 13'.7 lie thong tin hoc 

a. Vien chirc cong nghe thong tin thuec pi-1611g TO chirc - Hanh chinh 
chiu,  trach nhiem bao quail sir dung cac tai 	dm& phOng may chili, duang 
truyen mang LAN not be SO.. Cac ca nhan khac khong co phan sir mien vao 
phong nay. 

b. Viec sir dung may vi tinh o,  uric pi-1611g phai that hi'en dimg quy trinh 
kh6i dOng, tat, me.. Kheng duqc cal dat cac chuong trinh, (mg dung va thus 
hien cac cOng vies tren may khong phtic vu cong tat chuyen men nghiep vu 
cfia co quan. Khi tat may phai tat nguem dien. 

c. Kheng dupt to Ong than mO may sfra chin' hoac thay dei cac chuang 
trinh drig dung da cai dat phuc vu chuyen mon nghiep vu co quan khi chua 
dupt sir &mg y cfia Lanh dao. 

d. Khi xay ra hien tugng hang cac thiet bi tin hoc (may vi tinh, may in,..) 
va cac thief bi phuc vu cOng tat khac nhu: may phO to, may fax,... cac phOng, 
don vi co tai san hang phai co Only de nghi sna chila girl phOng T6 chile -
Hanh chinh Sa (COng chive cOng nghe thong tin); CO trach nhiem sna chna va 
khac phuc. Neu khong sira chila duac va thiet hi hang can phai thay the thi 
cong chirc phu trach cOng nghe thong tin, Truang phong phong TO chirc -
Hanh chinh xac nhan gni Lanh dao S& duyet, TO chirc - Hanh chinh SO co 
trach nhiem mai don vi ben ngoai vao sera chila va thay the cac thiet bi; cong 
chirc cong nghe thong tin co trach nhiem giam sat trong qua trinh don vi ben 
ngoai vao sira chita, thay the. 
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Clutoing HI 

DIEU KHOAN THI HANH 

Diti 16. Thu truang dan vi chiu trach nhiem to chirc cho cong chirc, 
ngtrai lao Ong, cong chive ca quan hoc tap, quail triet day dir not dung Quy the 
chi tieu not be that hien the de tkr chit. 

Timing cac phOng chive nang thuec Ser, Ban thank tra nhan dan, cong 
dean ca sa ce trach nhiem thugng xuyen den dec, kiem tra giam sat viec thtm 
hien cac quy dinh cua Quy the chi tieu not be that hien the de to eh& 

Moi cong chirc, ngueri, lao deng ca quan SO' Y to phai neu cao tinh than 
trach nhiern, ,Y tilde to gide tiet kiem trong viec thgc hien cac not dung khoen chi 
theo Quy the chi tieu not becita dan 	nang cao hieu qua sir dung kink phi, tat 
san gop phan thgc hien tiet kiem chi quail ly hanh chinh cua ca quan. 

Hang nam to chirc Hei nght Cong chirc, nguai lao deng xem xet nett co van 
de vuong mac trong qua trinh thgc hien Quy che chi tieu not be thLrc hien che de 
ter chit, to chine lay y lcien dm tap the cong chic, ngtrai lao deng ca quan de sira 
dei be sung cho phO hap vai cad quy dinh cna Nhit nuot, cila dia phuang va tinh 
hinh thuc to dm ca quan. 

Quy the nay da dugc thong qua town dan vi ngdy 16/01/2023. 

Nhitng not dung khong quy dinh tai Quy the nay that hien theo quy dinh 
hien hanh cga Nha nirac. 

Trong qua trinh dux hien co van de wring mac, phat sinh de nghi Truemg 
cac phOng, be phan brio cao bang van ban ve phong To chirc HAIM chinh trinh 
Giam doe Sa kip thai xem )(et va gidi quyet./. 

TM. BCH CONIC DOAN 
CHO TICH 
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