SO NONG NGHIEP VA PTNT TN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM NU'O"C SINHAHOAT YA })('.ic l@p - Tw do - Hanh Phuc
VE SINH MOI TRUONG NONG THON

QUY CHE

34éu noi b thue hién ché dd tw chi, tw chiu trach nhiém vé quan ly
nJgphi sw nghi€p, quan ly tai sdn cong ciia Trung tam nwdc sinh hoat
va VSMT nong thon tinh Thai Nguyén

(Ban hanh kém theo Quyét dinh sé: 67 /OP-TTN, ngay 16 thang (1 ndam 2024 ciia
Trung tam Nuoc sinh hoat va vé sinh moi truong nong thon)

Can ciwr Ludt Quan ly, sur dung tai san cong ngay 31/6/2017;

Can cir Ludt Thuwc hanh tiét kiém, chong lang phi ngay 26/11/2013;

Can cw Nghi dinh §5 60/2021/ND-CP ngay 21 thang 6 nam 2021 cua
Chinh phu quy dinh co ché ty chu tai chinh cua don vi sw nghiép cong lap; Nghi
dinh s6 04/2015/ND-CP, ngay 09/01/2015 cua Chinh phu vé thuc hién dan chu
trong hoat dong cua co quan hanh chinh nha nuwdc va don vi su nghiép cong lap;

Can cir Nghi dinh s‘o”' 151/2017/ND-CP ngay 26/12/2017 cua Chinh phu
quy dinh chi tiét mot so diéu cua Luat quan 1y, su dung tai san cong;

Can cir Nghi dinh s6 1 45/2020/ND-CP ngay 14/12/2020 cua Chinh phu
quy dinh chi tiet va huong dan thi hanh mot so diéu cua Bo ludt Lao dong vé
diéu kién lao dong va quan hé lao dong;

Can cur Thong tw s 45/2018/TT-BTC ngay 07/5/2018 cua B¢ tai chinh
huong dan ché do quan Ly, tinh hao mon, khau hao tai san co dinh tai co quan,
10 chirc, don vi va tai san cé6 dinh do Nha nudc giao cho doanh nghiép quan ly
khong tinh thanh phan von nha nudc tai doanh nghiép;

Can cir Thong tw s 71/2018/TT-BTC ngay 10 thang 08 nam 2018 cua Bo
Tai Chl'nh ve viéc quy dinh che do tiep khach nudc ngodi vao lam vige tai Viet
Nam, che do chi to chirc hoi nghi, hoi thao quoc teé tai Viét Nam va ché do tiep
khdch trong nuoc,

Can cir Thong tu s6 40/2017/TT-BTC ngay 28 thang 04 nam 2017 cua Bo
Tai chinh, vé viéc quy dinh ché do cong tac phi, ché do chi hoi nghi,

Can cir Quyét dinh so 34/2017/0D-UB ngay 05 thang 11 nam 2017 cua
UBND tinh Thai Nguyén, ve viéc quy dinh ché d¢ cong tac phi, ché do chi hji
nghi doi véi cac co quan, t6 chire, don vi thudc tinh Thai Nguyén;

Trung tdm nude sinh hoat va VSMT ndng thdn ban hanh quy ché chi tiéu
ndi bd, quy dinh vé ché d§ quan 1y tai san, tai chinh va chi phi hanh chinh trong
Trung tam nudc SH & VSMT nodng thon nhu sau:



Chuong I
QUY PINH CHUNG
Piéu 1. Muc dich xay dung quy ché

1. Tao quyén chu dong trong quan 1y va chi tiéu tai chinh cho Thu trudng
don vi; tao diéu kién dé don vi hoan thanh t6t nhi€ém vu duoc giao.

2. Quan ly va str dung tai san cong dung muc dich, cé hi€u qua, dap ung
yéu cau phuc vu nhiém vu chuyén mén cua don vi.

3. Thyc hanh tiét kiém, chdng lang phi trong viéc chi tiéu cta don vi.

4. Tiét kiém chi phi, ting thém thu nhap cho can bd vién chirc va nguoi
lao dong trong don vi.

Piéu 2. Nguyén tic thwe hién quy ché
, 1. Tuan thu, thuc hién dang Luat ngan sach, Luat thuc hanh tiét kiém
chong lang phi va cac quy dinh hién hanh ¢6 lién quan.
2. Cac khoan chi ti€u phai dam bao du hoa don, ching tir hop phap; dung
tiéu chuan, dinh muec.

3. bam bao su dung kinh phi, quan Iy khai thac cac tai san co quan dung
muc dich, tiét kiém, c6 hiéu qua, phuc vu tot nhiém vu chuyén mén.

4. Nang cao chit lugng chuyén mon, hiéu qua cong tac, cai cach tha tuc
hanh chinh nham hoan thanh t6t nhi€ém vu dugc giao. Ti€t ki€ém chi ti€u nhung
khong lam anh huéng dén chat lugng cong viéc, nhiém vu duoc giao.

5. P6i v6i nhitng khoan chi chua c¢6 dinh muc phai hét stc tiét kiém va
thuc hién theo quy dinh cu thé cua Quy ché nay.

6. Viéc chi tra tién lwong va phan phdi thu nhap ting thém do tiét kiém
chi thyc hién theo cac quy dinh hién hanh ctia Nha nudce va thanh tich cong tac
cua tung can bd vién chirc va nguoi lao dong trong don vi.

7. Quy ché chi tiéu ndi bo duoc thao luan, léy v kién cta can bd vién
chirc, nguoi lao dong trong don vi, thdng qua tai Hoi nghi cdn b vién chirc va
nguoi lao dong ngay 15/01/2024.

) Chuong I1 . ) o
QUY PINH CU THE CHI TIEU NQI BO VA QUAN LY SU DUNG
TAI SAN CONG

Piéu 3. Ngudn kinh phi thue hién ché do tu chi
1. Nguén kinh phi ngan sach Nha nudc cap.

2. Ngudn thu hop phap khac (néu co).

3. Ngudn kinh phi quan 1y du an.
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Picu 4. C4c ndi dung chi thwe hién ché d¢ tw chi
1. Chi thanh toan cho cé nhan.

2. Chi nghiép vu chuyén mon.

3. Chi mua sam stra chira.

4. Chi khac.

Piéu 5. Quy dinh va mirc chi

1. Chi Iam thém gio, nghi phép

a) Chi lam thém gio: Can b0, vién chirc va ngudi lao dong (goi chung la
vién chic) lam thém gio (ngoai gio lam viéc binh thwong hodc ngay nghi) theo
yéu cau cta lanh dao Trung tdm thi duoc thanh toan 1am thém gio hoic nghi bu
theo nguyén vong cta ca nhan. Cac phong, cac bo phan, ca nhan khi c6 nhiém
vu lam thém gio, phai béo trudc cho phong Hanh chinh Tong hop biét dé theo
dbi, tong hop; khi thanh toan phai c6 phiéu bao lam thém gid thuc té va c6 xac
nhan kém theo bang chdm cong lam thém 810 cua phong, chuyén cho ké toan
Trung tdm trude ngay 05 thang sau. Tong s6 gid thanh toan 1am thém khong qua
200 gio/nguoi/nam, khong qua 40 gio/ngudi/thang.

b) Chi ché d nghi phép hang nim cia vién chirc thuc hién theo Diéu 113
B§ Luat lao dong nam 2019. Khi cén nghi phép vién chirc lam don gui lanh dao
Trung tdm trudce 05 ngay dé b tri, sip xép (trir trudng hop dic biét). Thanh toén
tién tau, xe di, vé cho can bd vién chirc duoc thyc hién theo quy dinh hién hanh.

2. Tién ché nuéc udng

a) Ché phuc vu lanh dao Trung tam (Gidm dbc va cac pho giam débc):
khéng qua 1,0 kg/nguoi/thang (t61 da khong qua 350.000d/nguoi/thang).

b) Cép phat ché udng cho cac phong hang thang toi da khdng qua
30.000d/nguoi/thang.

c) Ché phuc vu chung cho céc hoat dong, hoi nghi, sy kién cta don vi do
phong Hanh chinh Tong hgp mua va quyét toan hang thang theo thuc te.

3. Quan ly dién, nudc sinh hoat, xdng dau xe co gioi

a) Str dung dién: Can b0, vién chirc, nguoi lao dong trong don vi néu cao y
thuc tiét kiém khi st dung dién. Khi nhi¢t d0 ngoai troi tir 28 do trd 1én duoc bat
may diéu hoa va khong stir dung may diéu hoa nhiét d6 vao mua dong, khi ra khoi
phong phai tat hét cac thiét bi st dung dién. Thanh toan theo sir dung thuc té.

b) Sir dung nudc sinh hoat: Sir dung nudc tiét kiém, khong cho ngudi khac
co quan vao tam, gidt va st dung nudc vao viéc khac. Khi khong sir dung phai
kiém tra cac thiét bi nudc an toan. Khong dé ro ri, 1ang phi nude cia co quan.

¢) St dung xiang dau xe co gidi: Thuc hién theo Nghi dinh sé 04/2019/ND-
CP ngay 11/01/2019 cua Chinh phii vé quy dinh tiéu chuan, dinh muc sir dung xe
6 t0; Thong tu s6 24/2019/TT-BTC ngay 22/4/2019 ctia Bo Tai chinh vé viéc
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huéng dan mot s6 ndi dung ctia Nghi dinh s6 04/2019/ND-CP ngay 11/01/2019
ctia Chinh phu vé quy dinh ti€u chuéan, dinh muc st dung xe 0 t0;

d) Pdi vi thanh toan tién dau xe 6 to:

Dau xe cap theo dinh mirc 16 1it/100km. Trudc ngay 05 thang sau lai xe
chuyén toi bo phan ké toan cac loai chimg tir dé tién hanh thanh toan luong tiéu
thu nguyén liéu cua thang trudc gdm: Bién ban chét cay sd, 1énh diéu xe, d6i
chiéu tién dau véi don vi cung cép, . va cac chung tur 1lién quan khac (Rleng
thang 12 ndp trude ngay 25/12). Ké toan kiém tra va thanh toan theo nguyén tic:
S6 km duoc thanh toan tién dau bang do dai quing dudng theo lich trinh cong
tac nhan vo1 dinh mue tiéu hao nhién liéu.

Ph6 Giam dbc di cong tac theo phan cong, uy quyén cua Giam ddc Trung
tam, hoac di trién khai thuc hién cac du an cua Trung tdm theo su phan cong cua
Gidm doc Trung tam.

Céac phong chuyén mon va Tram dich vu di trién khai cac chuong trinh du
an theo su chi dao cua Lanh dao Trung tam.

Phong Hanh chinh Téng hop c6 trach nhiém mo s6 theo ddi lich trinh, ghi
1énh diéu xe. Di vé6i céc phong, don vi truc thudc khi ¢6 nhu cau st dung xe
phai co chuong trinh cong tac, gidy xin str dung xe gui phong HCTH trinh Ianh
dao Trung tAm duyét. Ngudi duoc phan cong theo ddi cudi thang cé trach nhiém
tong hop nodi dung cong viée, thoi gian, dia diém cong tac dé thanh toén theo
ting ngudn von khac nhau.

4. Str dung van phong pham:

a) Mbi vién chic duoc cdp phat mot quyén sd cong tac co gia tri:
25.000d/nguoi/ndm. Thoi gian st dung 12 thang. Trung tam thyc hién cap bang
tién theo dinh mirc khoan.

b) Vin phong pham (gidy in, bat): Muc khoan cho mdi vién chuc 1a
50.000d/ngudi/thang. Phuong thitc cap phat bang tién (C4 nhan ty mua sim céc
dung cu va vin phong pham néi trén dam bao du diéu kién dé lam viéc, cong tac
theo nhiém vu duoc giao).

c) Pbi véi gidy in mau ciia bo phan ké toan, gidy in cong van di va dén,
gidy pho t6 khong tinh vao mirc khoan cta ca nhan ma tinh vao chi phi mua cac
loai vin phong pham khac chung cua don vi.

d) Cac loai vin phong pham khac: Theo yéu ciu nhiém vu duoc giao, néu
xét thay can thiét phai mua thém mot s6 van phong pham khac phuc vu cong tac,
thi cac phong lap du tru gui phong HCTH bao cao 1anh dao Trung tdm xem xét
phé duyét. Thoi gian cac phong dé xuat trude ngay 10 cia thang dau quy (don vi
s& khong thanh toan cho tat ca cac dé xuét phat sinh sau thoi gian trén). Riéng
d6i v6i quy I thoi gian cac phong dé xuat nhu cau cho cac loai vin phong pham
khac s& duoc tinh dén ngdy 10/2. Phong HCTH c¢6 trach nhiém téng hop, lap du
toan kinh phi trinh 1anh dao Trung tdm phé duyét, qua trinh thyc hién phai lam
cac tha tuc theo ding quy dinh, sir dung phai dam bao tiét kiém va hiéu qua.
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e) béi voi muc in: Cap dua trén co sd st dung thuc té, c6 dé xuit duoc
lanh dao phé duyét, cac phong duge trang bi may in phai chiu trach nhiém quan
ly, st dung phai hét strc tiét kiém, nhu cau dén dau stir dung dén d6. Tranh lam di
1am lai nhiéu 1an gay lang phi khong can thiét.

f) Viéc pho td van ban phai do van thu dam nhan, khong str dung may pho
t6 vao vi¢c riéng;

g) Phé to vin ban: Toan b van ban, tai liéu pho t6 co tong sb trang tur 50
trang tr¢ 1én phai duge lanh dao co quan duyét, phd to van ban phai mo sO theo
do1, co ky nhén cua nguoi yéu cau pho t6. Myc may photocopy cap theo thuc té
sir dung, phai c6 gidy dé nghi khi may bao hét muc. Gidy pho to tai liéu wu tién
thuc hién pho t6 2 mat.

h) Toan bd viéc mua, sitr dung van phong pham phai thuc hién xuat, nhap
theo quy dinh.

5. Str dung di¢n thoai cong
a) Dién thoai cong: Khong sur dung.

~b) Mdy fax str dyng dang quy dinh, khi chuyén fax ghi rd dia chi nguoi
chuyén, nd1 dung cong van.

6. Tién hoi nghi: Ap dung theo Thong tu sb 40/2017/TT-BTC ngay
28/4/2017 ctua Bo Tai chinh, vé viéc quy dinh ché d6 cong tac phi, ché do chi
hoi nghi; Quyét dinh sé 34/2017/QD-UBND ngay 05/11/2017 caa UBND tinh
Thai Nguyén vé viéc quy dinh ché do cong tac phi, ché do chi hoi nghi ddi véi
cac co quan, t6 churc, don vi thudc tinh Thai Nguyén;

Cac khoan chi khac: Thué héi truong (truong hop khong dap tmg duoc sO
lugng dai biéu thqm du), trang tri }(hénh tiét, tai liéu cho dai biéu tham du, thu@
xe dua don dai biéu tur noi nghi dén noi t6 chire hdi nghi v.v... theo gia thyuc t&
pho bién tai dia phuong va cac hudng dan khac khi co6 thay doi.

7. Chi tién cbng tac phi: Ap‘ dung theo Thong tu sO 40/2017/TT-BTC
ngay 28/4/2017 ciia Bo Tai chinh, v€ viéc quy dinh ché d¢ cong tac phi, ché do
chi hoi nghi; Quyet dinh s6 34/2017/Qb-UBND ngay 05/,11/2017 cua UBND
tinh Thai Nguyénvvé viéc quy dinh ché do cong tac phi, ché do chi hdi nghi doi
vO1 cac co quan, t6 chire, don vi thudc tinh Thai Nguyén,;

a) Cong tac phi khoan: Ap dung cho toan bd vin phong Trung tam thuong
xuyén phai di cong tac luu dong trén 10 ngay, muc khoan toi da khong qua
500.000d/nguo1/thang (Danh sach CBCNV huong cong tac phi khoan phai duoc
Giam doc Trung tam phé duyét).

b) Thanh toan tu tac phuong tién di lai (CTP theo gidy cong lénh):

- Piéu kién thanh toan theo cong 1énh: Chi dugc thanh toan khi di cong
tac trong tinh cu ly 15km tr¢ 1€n va di cong tac ¢ ngoai tinh.

- Mirc chi cu thé:
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+ Phy cap luu tra: Do co quan, don vi chi cho nguoi di cong tac (tinh tur
ngdy bat dau di cong tac dén khi ket thuc dot cong tac tré ve (bao gom thoi gian
di trén duong, thoi gian luu tra tai noi dén cong tac) khong qua 200.000d/ngay.

+ Thanh toén tién tau xe di va vé tir co quan dén noi cong tac:

Truong hop str dung xe 6 t6 co quan, phuong tién do co quan thué, do co
quan bo tri hoac di cong tac theo doan lién nganh, lién co quan thi khong dugc
thanh toan tién tau xe.

Céan cu tinh chat cong viéc, pham vi nguén kinh phi dugc giao, Thu
truong don vi quyét dinh thanh todn tién vé may bay, vé tau xe van tai cong
cong cho can bd, cong chire, vién chirc di cong tadc theo murc da chi tra.

Céan bd di cong tac bang phuong tién ca nhan cua minh dugc thanh toan
tuong duong voi mirc gia vé tau, ve xe cua tuyén duong di cong tac. Hoac dugce
thanh todn khoan tién ty tic phuong ti¢n bang 0,2 lit xang/km tinh theo khoang
cach dia gidi hanh chinh va gia xang tai thoi diém di cong tac.

+ Thanh toan tién thué phong nghi tai noi dén cong tac: Can bd vién chirc
dugc cur di cong tac dugc thanh toan tién thué cho nghi theo cac mure sau:

Mitrc chi ti da khéng qua 450.000d/ngay/nguoi khi di cong tac ¢ cac
quan thuoc TP Ha No6i, TP H6 Chi Minh, TP Hai Phong, TP Pa Nang, TP Can
Tho va thanh pho 1a d6 thi loai I thudc tinh.

Mt chi ’téi da khong qua 350.000d/ngay/ngudi khi di cong tac tai huyén
thude thanh pho truc thudc trung wong, tai thanh pho, thi xa thudc tinh.

Mic chi t6i da khong qua 300.000d/ngay/ngudi khi di cong tac tai cac
vung con lai.

+ Truong hop di cong tac mot minh hodc doan cong tac co 1€ nguoi hodc
1€ ngudi khéac gidi thi thanh toan theo gid thué phong mirc chi téi da khong qua 2
lan cac murc trén.

+ Cén bo, vién chirc va ngudi lao dong di cong tac chuyén ké toan cac
chung tir 1ién quan thanh todn cong tac phi sau 15 ngay khi di cong tac ve.

+ Truong hop di cong tac dd dugc co quan chu tri dai tho chi phi thi
khong duoc thanh todn tién cong tac phi.

+ Phong HCTH c¢6 trach nhiém md s theo ddi, quan 1y, cap phat gidy di
duong. Thyc hién thu giay cli madi phat gidy mai.

8. Thué xe 6td: Phong HCTH thué xe 6 t0 di cong tac khi c6 y kién cua
Lanh dao don vi.

9. Mua sim, stra chita thudng xuyén tai san:

a) Khi can mua tai san cac phong bao phong HCTH trinh Lanh dao Trung
tam xem xét duyé€t va thuc hién mua ding quy dinh.

b) Céac phong str dung tai san khi hong hodc cin thay thé cic bo phan cia
tai san phai c6 van ban bdo cao tinh hinh tai san bi hong bang gidy bdo hong
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TSCP va gidy dé nghi stra chita trinh 1anh dao Trung tdm phé duyét va gui
phong Hanh chinh Téng hop dé kiém tra hodc moi tho, chuyén gia kiém tra tinh
hinh hong cua tai san; phong Hanh chinh Téng hop c6 trach nhiém thyc hién
viéc sira chita hodc mua sdm thay thé.

) Viéc stra chira nho, thay thé, phu tung 6 t0, 141 xe phai lam dy tru trudc,
trinh Truong phong HCTH dé 1ap ke hoach, bao cao lanh dao Trung tdm duyét
mua sam va thay thé (trtr truong hop bat kha khang xe hong trén duong).

d) Viéc mua sdm, stra chita tai san phong HCTH lap dy toan kinh phi va
trinh 1anh dao Trung tam phé duyét trudc khi tién hanh thu tuc mua va lam thu
tuc thanh quyét toan theo quy.

10. Mua sach, bao tai liéu phuc vu cong tac chuyén mon:

Khi cAn mua céc tai liéu dé phuc vu thiét thuc cho cong tac chuyén mon
nghiép vu, cac phong dé nghi lanh dao Trung tam duy¢t, chuyén phong HCTH
thuc hién. Cén bg, vién chirc, nguoi lao dong duoc don vi cir di hoc, chu dong
bo tri sap x€p thoi gian dé€ hoan thanh nhiém vu dugc giao, can ctr vao tinh hinh
thuc t€ vé tai chinh, don vi ¢6 thé ho trg tién hoc phi theo thong bao thu hoc phi
cua nha truong. Doi vai tai ligu hoc tip, don vi chi tién tai liéu cho can bd, vién
churc di hoc tap, béi dudng do don vi cur di.

11. Chi tiép khach va chi khac:

a) Chi tiép khach:

- Thyc hién theo Thong tu s6 71/2018/TT-BTC ngay 10/8/2018 cua B
Tai chinh vé viéc quy dinh ché do tiép khach nudc ngoai vao lam viée tai Viét
Nam, ché do chi to chuc hoi nghi, hoi thao quoc té tai Viét Nam va ché do tiép
khach trong nudc. Viéc tlep khach phai don gian, that sy tiét kiém, tranh lang
phi, khong phé truong hinh thic, thanh phan tham du chi 13 nhimg ngudi truc
tiép lién quan.

- Khach dén 1am viéc tai don vi dugc chi nudc udng t6i da khong qua
20.000d/nguoi/ngay.

- Pon vi khéng t6 chic chi chiéu d&i ddi v6i khach trong nudc dén lam
viéc tai don vi, trrong hop xét thay can thiét thi té chirc chi moi com theo murc
chi tiep khach toi da khong qua 200.000 dong/suat.

b) Chi hanh chinh khéc:

- T6 chirc tham va chiuc ming ky niém cac ngay 18, ky niém trong nim do
cac co quan, ban, nganh to chirc, cac dong chi lanh dao trong don vi nghi huu
muc chi cu thé nhu sau: 01 ling hoa (khdng qua 1.500. 000d/1ang), tuy ting
truong hop do giam déc Trung tim quyét dinh.

- Viéc hiéu, hy trong ndi bo co quan thuc hi¢n theo quy ché hién hanh cia
ban chip hanh Cong doan co s& va chinh quyén. Ngoai nhitng nodi dung trén
nhitng khoan chi ti€u con lai thyc hién theo quy dinh hién hanh cua nha nudc va
cta Tinh, c&c trudong hop dic biét khac do Giam ddc Trung tAm quyét dinh.



12. Chi khen thudng

Chi khen thuong hang nam thuc hién theo quy dinh tai Nghi dinh $6
91/2017/ND-CP ngay 31/7/2017 cua Chinh phu quy dinh chi tiét thi hanh mot sd
diéu cua luat thi dua, khen thuong va Quy ché thi dua khen thuéng cia UBND
tinh Thai Nguyén.

13. Thanh, quyét toan: Can bo Vvién chirc trong co quan dugc giao nhiém
vu truc tiép thanh toan cong tac phi, chi tiéu hoi nghi, tiép khach, mua sam, sira
chira..., sau khi hoan thanh cong viéc khdng qua 15 ngay phai lam thu tuc thanh
quyét toan véi ké toan. Qua thoi gian trén khong co 1y do thi ké toan khong
thanh toan (trir trudng hop cé v kién cta 1anh daoTrung tam).

- Céc cong viée co tinh chat thoi vu quyét toan sau 10 ngay lam viéc khi
két thiic cong viéc.

- Tt ca cac hang muyc coéng viéc phai quyét toan xong trude ngay 20/12
hang nam.

- Can bo, vién chirc va nguoi lao dong phai chap hanh day du quy dinh
nay néu vi pham s& khong dugc thanh toan va ty chiu trach nhiém trudc co quan
va trude phap luat.

- Thanh toan cac khoan chi phi dugc thyc hién theo quy va ndm, khong
thanh toan bu trir gitra cac quy trong ndm va gitra nam nay voi nam trudc hodc sau.

- Tét ca cac chtng tir phai dung quy dinh, thyc hién hoan tng lan trudce
maoi duge tam ing lan sau.

- Pbi vi mot s6 trudng hop thoi gian thanh quyét toan da dugc quy dinh
cu thé thi thanh toan theo quy dinh do.

Piéu 6. V& quan 1y va sir dung tii sin
1. Quan ly st dung xe 0 td

a) Lai xe co trach nhiém quan 1y, bao quan xe ludn sach, day du gidy to
theo quy dinh, trudc khi di cong tdc va ddm bao xe chay an toan. Xe hong phai
bao cao kip thoi, dé xuat dé 1anh dao Phong bao cdo Lanh dao Trung tdm xem
Xét cho thay thé, sira chira.

b) Nghiém cim 14i xe tu y cho xe ra khéi co quan, cho mugn, cho ngudi
khac lai xe khi chua c6 1énh diéu xe hoac chua c6 y kién cua Giam doc.

C) Viéc, sua chira, thay thé phu tung 6 t6 phai co ké hoach, du toan cu thé va
dugc Gidm doc Trung tam duyét ,méfi dugc thuc hién; lai xe va phong HCTH thuc
hién cac thu tuc stra chira, thay thé phu tung theo dung cac quy dinh hién hanh.

2. Quan ly, st dung céc tai san khac:

a) May photocopy: Do vin thu bao quan truc tiép, quan 1y, sir dung va lau
chui, v¢ sinh thuong xuyén, khong st dung may photocopy vao viéc riéng hodc
tu tién cho nguoi khac st dung khi chua c6 y kién cua lanh dao Trung tam,
Trudng phong HCTH.
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b) May vi tinh, may in, may scan, may anh, cac loai may, thiét bi chuyén
dung khéc: Giao tryc tiép cho nguoi sir dung ¢ trach nhiém quan 1y, st dung
dang quy trinh k¥ thuat; khong choi tro choi trong gid lam viéc, khong st dung
vao vi¢e riéng.

¢) Ngoai ra dbi véi cac tai san khac: Tai san duoc Thu trudng don vi giao
cho cac phong dé phuc vu nhiém vu chuyén mén; cac phong, don vi, ca nhan
phai chiu trach nhiém bao quan, giir gin tai san duoc giao, st dung tiét kiém va
hiéu qua. Khong dugc ty ¥ diéu chuyén tai san tir noi nay dén noi khac, tir
phong nay dén phong, don vi khac; khong st dung tai san co quan cho viéc
riéng, khong tir ¥ dem tai san Nha nudce ra khoi co quan khi chua ¢6 ¥ kién dong
y Tha trudng don vi. Néu 1am mat khong rd nguyén nhan phai ¢ trach nhiém
bdi hoan cho Nha nude. Néu hu hong khong st dung dugc phai cd gidy bao
hong cho phong Hanh chinh Tong hop trinh 1anh dao Trung tdm xem xét dé
khéc phuc hodc mua sam mdi.

Tai san khong can dung tai cac phong phai 1am cac tha tuc nhap kho. Pdi
v6i tai san ¢ cac phong khi c6 nhu ciu can diéu chuyén phai c6 gidy dé nghi
dugce Tha trudng don vi ky duyét méi duge diéu chuyén; tha tuc thu hdi, thanh
1y va diéu chuyén duoc 1ap thanh 03 bd (01 bo giao cho phong Hanh chinh Tong
hop gitt, 01 bd giao cho thu kho hoac Phong, don vi nhan quan 1y tai san, 01 bd
giao cho Ké toan theo ddi hach toan trén s6 sach ké toan theo quy dinh.

Tai sdn mua mdi ngoai cac thu tuc tai chinh theo quy dinh, phai c6 bién
ban ban giao tai sdn cho phong (hoac nguoi) quan ly st dung.

Cubi niam, tir ngay 25/12, Phong HCTH t churc kiém ké tai san theo quy
dinh. Két thuc dot kiém ké, phong HCTH (hoic Hoi dong kiém ké) c6 trach
nhiém 14p bién ban kiém ké tai san theo ding quy dinh tai Thong tu
107/2017/TT-BTC ngay 10/10/2017 (miu s6 C53-HD) dong thoi c¢6 ¥ kién bang
van ban bao cao Lanh dao xin y kién xur 1y, ké toan thuc hién diéu chinh s6 sach
ké toan theo quy dinh hién hanh.

Viéc mua sam tai san, trang thiét bi 1am viéc, thdng nhat giao cho phong
HCTH thuc hién, do Truong phong phan cong cu thé. Cac bo phan khac (trir
truong hop can thiét do Giam dbc giao nhiém vu truc tiép), riéng mau biéu, bao
c4o tai chinh giao ké toan mua truc tiép. Hang hoa mua vé phai lam day du cac
thu tuc nhap kho va xuat kho khi dua ra st dung.

Mdi quy mot lan, ké toan cé trach nhiém bao cao vdi Giam ddc vé tinh
hinh st dung kinh phi, cong no va cac quy cta don vi, xin ¥ kién giai quyét
nhitng van dé ton tai va dé xuat ké hoach chi tiéu ctia quy sau.

Hang nim Giam ddc hodc uy quyén cho Ké toan bao céo cong khai Tai
chinh trudéec Hoi nghi can b, vién chirc va nguoi lao dong ctia don vi vé tinh
hinh chi phi tai chinh trong nam va ké hoach nam sau.
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? Chuong 11l
SU DUNG KINH PHi TIET KIEM

Piéu 7. Phén kinh phi hanh chinh tiét kiém chi dwgc sitr dung nhu sau:

1. Phuong an tra thu nhap tang thém can cr vao hi¢u suat cong tac ctua
can bg, vién churc trong don vi, cu thé nhu sau:

a) Quy tién lwong thu nhap ting thém = S4 tiét kiém cta kinh phi giao
quyén tu chu.

b) Tién luong ting thém dugc tinh bang thanh tich céng tac cua
CBCCVC:

Can ctr vao két qua thi dua theo hinh thirc Xép loai A, B, C dbi véi can bd
vién chirc, lao dong hop dong s& dugc ting thém, muc ting thém do Ban Giam
dbc don vi quyét dinh (Loai A 1 nhitng can bd vién chuc, lao dong hop dong
trong quy lwong chip hanh tét ndi quy, quy dinh ctia co quan, chap hanh dy du
chinh sach, ché do cua Nha nudc, tham gia cac hoat dong cua co quan va dugc
danh gia hoan thanh t6t nhiém vu trd 1én; loai B 1 hoan thanh nhiém vy; loai C
la khong hoan thanh nhiém vu).

+ Truong hop can bg, vién chirc dugce cur di tap huén, dao tao ’lién tuc trén
4 thang theo quy hoach hodc nghi thai san dugc hudng 60% dinh xuat.

+ Nghi 6m dau trén 4 thang duoc huong 60% dinh xuat.

+ i hoc theo nhu 95u: Hang ngdy van c6 thoi gian lam viéc tai co quan
duoc hu’{mg 60% dinh xuat, khong c6 thoi gian [am viéc tai co quan khong duoc
huong tién luong tang thém.

~ +Truong hop thoi gian lam trong nam khong du 12 thang (do mai chuyén
dén, chuyén di) dugc hudng theo ty I¢ thoi gian tham gia trong ndm.

C), Trudc khi chi tra, Trung tam s& t6 chace hop xet, thanh phan gom: Ban
Giam doc, Chu tich cong doan co s¢, néu can thiet s€ moi lanh dao cac phong,
don vi, ke toan Trung tdm tham gia.

2. Chi cho cac hoat dong phtc lgi clia co quan

a) Chi cho cac ngay 15 tét nhu (ngdy gid to Hung Vuzong, 30/04 - 01/05;
ngay Qudc Khanh 02/09, tét Dwong lich 01/01) dé dong vién tinh than cia can
bo, murc chi t6i da khong qua 500.000d/ngudi. Mirc chi cu thé cin ct vao diéu
kién thyc té do Giam dbc Trung tim quyét dinh:

b) Chi phi phuc vu dén tét ¢ truyén cua dan toc.

¢) Chi mua qua tét cho can bo huu tri.

q d) Chi trg cdp kho khan dot xuét cho can bo, vién chirc va ngudi lao dong
ke ca truong hgp nghi huu, mat suec.
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d) Chi hop mét chi em phu nit nhan ngay 8/3, ngay 20/10, chi ho tro cho
Doélp thanh nién ..., muc chi cu thé can cur vao diéu kién thuc té do Giam doc
quyét dinh.

e) Chi hd trg hoat dong Cong doan, Poan thanh nién, Chi bo, Nit cong ...

) Chuong V
TO CHUC THUC HIEN

Picu 8. Hiéu lwc thi hanh

Quy ché nay d3 duogc thong qua tai Hoi nghi can b, vién chuc va nguoi
lao dong ngay 15/01/2024. Thoi gian ap dung theo Quy ché nay ké tir ngay ky.

Picu 9. T6 chirc thue hién

1. Nhitng ndi dung chi khong quy dinh trong Quy ché nay thuc hién theo
quy dinh hi¢n hanh ctia Nha nudc va dia phuong. Truong hop dac biét khac do
lanh dao Giam d6c Trung tim quyét dinh theo tham quyén va dung véi cac quy
dinh hién hanh.

2. Phong Hanh chinh Téng hop c6 trach nhiém d6n dbc thuc hién quy
ché; theo ddi chi tiét cac khoan chi, bdo céo kip thoi khoan chi hanh chinh tiét
kiém dugc, tham muu dé Lanh dao Trung tim sir dung ding quy dinh; giam sét
viéc thyc hién quy ché nay, hang nim c6 Bao c4o tai chinh cong khai trong Hoi
nghi can b9, Vién chirc va nguoi lao dong.

3. Cac phong, don vi ¢o trach nhiém giam sat, d6n ddc can bd vién chirc
va nguoi lao dong thudc phong, don vi minh thuc hién ding quy ché.

4. Trong qué trinh thyc hién, néu c6 khé khin, vuéng mic, c6 ndi dung
nao khong phu hop véi quy dinh méi cua Nha nude hodc khong phu hop véi
thuc t& dé nghi cac phong, can bo, vién chirc va ngudi lao dong phan anh vé
phong Hanh chinh — Tong hop dé kip thoi bao cdo Lanh dao Trung tim, dé xuat
dua ra hoi nghi toan thé can bo, vién chirc va nguoi lao dong thdo luan thong
qua dé stra d6i cho phu hop./.
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