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QUY CHE NOI BO
QUY PINH TIEU CHUAN, PINH MUC CONG TAC PHI TRONG NUOC

Muc I. QUY PINH CHUNG

Cong tac phi 1a khoan chi phi tra cho CBNV cong ty ABCdi cong tac dé thyc hién nhiém vu
cong viée dugce giao . Chi phi cong tac phi bao gom: Chi phi di lai, chi phi phu cap luu trti ( tien dn
uong sinh hoat ), chi phi tién ¢ noi lam viéc
Piéu 1 Poi twong di ap dung:
- Lanh dao, Ban giam ddc, Poi truong, doi pho, nhan Vién,’ nguoi lao dong, va nguoi lién quan
thudc cong ty ABC (trong quy ché nay goi tat la Cong ty). P61 tugng cong tac phi gdm ti€u chuan
theo cac loai sau :

- Tiéu chuan Loai I: Lanh dao, Ban giam ddc cong ty

- Tiéu chuan Loai II: Poi trudng, doi phéd cac doi

- Tiéu chuan Loai III: Nhan vién, ngudi lao dong, va ngudi lién quan
- Nhan vién Lai xe trong doi van tai cong ty khong thudc ddi tugng ap dung theo quy ché nay.
Piéu 2. Giai thich tir ngir:
Trong quy ché ndy, cac tir ngit dudi ddy duoc hiéu nhu sau:
- Cong tac phi la 'khoan chi phi dé tra cho nguoi di cong tac trong nudc, bao gdbm: Chi phi di lai,

tién 6, tién phu cap dén cong tac, cudc hanh 1y va tai liéu mang theo dé 1am vige (neu cd) va thue
hién dang theo quy ché ndi bo ndy thi duoc duyét khoan chi khoén tién di lai, tién o, tién phu cap.

- COng tac trong ngay la cong tac ciia Cong ty co thdi gian ca di va vé trong ngay khong luu tri
qua dém.

- Cong tdc ngdn han la cong tac cua Cong ty c6 thoi gian ca di va vé thoi han cong tac tir 1 ngay c6
luu trét qua dém dén 5 ngay lam viéc.

- Céng tdc dai han 13 cong tac cua Cong ty co thoi gian ca di va vé thoi han cong tac tir 6 ngay trd
Ién.

Piéu 3. Cong doan va cac khoian muc khoan kinh phi cong tac

a. Khodn tién di lai
b. Khoan tién &
c. Khoéan tién phu cip (lwu tra, tién dn udng )

Diéu 4. Hinh thirc va don gia khoan va mire khoan kinh phi

a) Hinh thirc khoan theo km thyc té, bang dinh muc tién &, bang dinh muc tién phu cép (luu trq,
tién an udng)

Dbi véi cong doan di cong tac: Mirc khoan kinh phi sir dung xe 6 t6 dugc xac dinh trén co s& s6 km
thyc té cua timg 1an di cong tac va don gia khoan, va Bang dinh muc khoan tién di lai theo timg
truong hop trong Quy ché nay
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b) Hinh thirc khoan gon, don gia khoan va dinh muc khoan

D6i v6i cong doan di cong tac: Can cir sé km binh quén di cong tac hang thang theo yéu cu cong
viéc ctia cac dbi twong quy dinh tai didu 1 Quy ché nay va don gia khoén, bang dinh mirc khoan
tién di lai; dinh muc tién & (khi c6 héa don), dinh mic tién & (khong yéu cau hoa don); dinh mirc
khoan phu cép luu tra (tién an udng).

Piéu 5 . Quy dinh thanh toan cong tac phi :

Bo phan Hanh chinh thanh toan tién Cong tac phi cho Ban giam déc va tién ¢ dai han cho
nhan vién. Cong tac theo doan thi 01 nguodi thanh toan cho ca doan. Ca nhan di cong tac thi tu
thanh todn. Ho so thanh toan theo quy dinh cua ctia Cong ty gom ¢6 :

- Gidy di duong c6 dau xac nhan cta co quan, don vi noi dén cong tac hodc ctia khach san noi
Iuu tra;

- Gidy d¢ nghi tam g (cong tac phi)

- Hoa don, ching tir (néu co);

- Vé may bay, vé dudng bd, vé cau pha (néu cb);

- Chirng tir chi tién;

- Vin ban hoic ké hoach cong tac da dugc phé duyét.

- Bang ké do dai quang duong di cong tac trinh duyét thanh toan.

- Gidy di duong (qua dém)

- Cong van, gidy moi, vin ban tham gia doan cong tac (néu cb).

- Céc chung tu, tai liéu lién quan
Truong hop nguoi lao ddng di cong tdc néu c6 phdt sinh chi phi tir 20 triéu dong tré lén, chi phi
mua vé may bay ma cac khodn chi phi nay duoc thanh toan bang the ngan hang ciia ca nhan thi
phai dap vng du cac diéu kién sau:

- C6 héa don, chig tir phix hop do nguoi cung cap hang héa, dich vu giao xudt.
- CONg ty c6 quyét dinh hodc vin ban cir ngueoi lao déng di cong tdc.

- Tai Quy ché nay Cong ty cho phép nguoi lao dong dwoc phép thanh todn khodn cong tac phi,
mua vé mdy bay bang thé ngdn hang do cd nhan la chi thé va khodn chi nay sau do dwoc Cong ty
thanh toan lai cho nguoi lao dong.

Truong hop Cdng ty c6 mua vé may bay qua website thuwong mai dién tur cho nguoi lao dong di
cong tac dé phuc vu hoat dong sdn xudt kinh doanh ciia CONQ ty thi chitng tir lam can cik dé tinh
vao chi phi dwoc trir la vé mdy bay dién tu, the lén may bay (boarding pass) va ching tur thanh
todn khéng ding tién mdt ciia CONQ ty ¢ cd nhdn tham gia hanh trinh vin chuyén. T rwang hop
congty khéng thu héi dwoc thé 1én mdy bay ciia nguoi lao dong thi chirng tu lam can cir dé tinh
vao chi phi dwoc trir la vé mady bay dién tu, quyet dinh hodc van ban cu nguoi lao dong di cong tac
va chumg tir thanh toan khong dung tién mdt cia Cong ty cé ca nhan tham gia hanh trinh vin
chuyén.

Muc II. CHE PQ THANH TOAN CONG TAC PHI

Piéu 6. Tién di lai : Chi phi di lai 1a chi phi ciia ngudi di cong tac di chuyén tir noi lam viéc tai
cbng ty ABCdén noi cong tac; cu thé nhu sau :
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1. Truong hop di lai bing xe ciia cong ty :

nhién li¢u trong xe thi khong dugc thanh toédn tién xang dau.

Khi CBNV trong cong ty di cong tac bang phuong
tién xe cuia cong ty s€ dugc thanh toan tién xang dau, tién phi duong b, cau pha theo chi phi thuc
té phu hop voi tuyén duong va thoi gian cong tac. Trong trudong hop xe cong ty da chuan bi du

2. Trudomg hop dilai bang phuong tién cong cong : Di cong tac bang phuong tién cong cong
nhu di may bay, tau hoa, xe 6 t6 khach ..vv thanh toan bang tién vé ( hoa don ) thuc té. Nhimng
chang duong ngan hoic di nhing vang mién khong c6 vé thi s& duoc tinh theo dinh mirc mirc
khoan tién di lai theo quy ché nay; Tong giam d6c duyét chi di cong tac bang may bay, di cong tac
bang cac phuong tién con lai do Ké toan truong duyét chi.

3. Khoan tlep dilai ty tic: truong hop CBNV di cong tac ciia Cong ty tu tc phuong tién di lai
(khéng yéu cau c6 hoa don) thi cong ty sé khoan tién di lai theo tung lan di cong tac, cu thé nhu

Sau:
BANG PINH MUC KHOAN TIEN PI LAI Pon vi tinh : dong
STT Noi dén dw(bg’:ga Km Khoan chi phi |- <4 eha
(1 chidu) (divave)
1 Hai Phong — Ha Nam 130 700.000
2 Hai phong — Nam dinh 150 800.000
3 Hai Phong — Thai Binh 100 600.000
4 | Hai Phong — Ha Long QN 60 450.000
5 Hai Phong - Ha Noi 130 700.000
6 Hai Phong — Hai Duong 60 450.000
7 Hai Phong — Vinh Phuc 150 800.000
8 Hai Phong — Hung Yén 100 600.000
9 Hai Phong — Phu Tho 180 900.000

Luu y: Khi vé phai c6 Bang ké d6 dai quing dudng di cong tac trinh duyét thanh toan
4. Truong hop CBNV di cong tac trong thanh phd Hai Phong hodc di tinh thanh ngoai nhiing
tuyén dudng quy dinh tai Khoan 3 Diéu 6 Quy ché nay thi cong ty s€ ap dung hinh thirc
khoan tién di lai can cir theo tong s6 km thuc t€ di cong tac va don gia khoan nhu sau :

Mc khoén

(ddng/lan)

cong tac
(km)

Pon gia khoan 13 2.500 dong trén 1 km.

Tong s6 km thuc té cua tung lan di

Pon gia khoan
(ddng/km)

Trong d6: Tong sd km thyc té cta ting lan di cong tac duoc xac dinh trén co sé khoang
cach thyc té cta 1§ trinh di chuyén ngan nhat tir co quan dén cac dia diém cong tac (ma xe 0
t6 kinh doanh van tai dugc phép luu thong) cac dot cong tac cia ting chirc danh, doi tuong

nhan khoan.

Luu ¥: Khi vé phai c6 Bang ké do dai quang duong di cong tac trinh duyét thanh toan

Dinh mtc khoan, don gia khoan nay duoc ap dung tir ngay 1/10/2024 theo gia nhién li¢u
ngay 26/9/2024 : Xang A95 III: 20.510 d/1lit. Trong truong hop gia xdng dau ting giam
cong ty s€ diéu chinh lai murc khoan cho phu hop.
Diéu 7. Khoan tién &
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1. Tiéu chuin phong & :

- Tbng giam ddc va cac lanh dao cap cao tidu chuan & 1 nguoi/ 1 phong

- CBNV tiéu chuan ¢ 2 nguoi cling gidi/ 1 phong. Néu Ié nam, nit hodc di cong tic mot ngudi

thi dugc thanh toan 1 nguoi/l phong.

2. Truwong hop tlen 0 6 hoa don: Thanh toan tién & theo hoa don tai chinh hop phap. S tién
thanh toan theo s tién thuc té trén hoa don nhung khong vuot dinh muc tién 6.

PINH MUC TIEN O (KHI CO HOA PON)

DPon vi tinh :

VND [ ngay/1 phong

Ngin han dén 5 Dai han trén 6
. ngay ngay
Loai Doi tugng Trqng . , . .
ngay Dinh murc DPinh murc
1 ngay, dém 1 ngay, dém
I Ban giam déc Khéng 2.000.000 1.500.000
duoc chi
1 Doi trudng , doi pho Khoéng 1.500.000 1.000.000
duoc chi
1! Nhan vién Khoéng 800.000 500.000
duoc chi

3. Trwong hop khoén tién ¢ (khong yéu ciu héa don): Trong trudng hop CBNV tu tic chd
0 (khdng yéu cau hoa don) thi cdng ty sé thanh toan theo bang dinh mirc khoan nhu sau :

PINH MUC KHOAN TIEN O (KHONG YEU CAU HOA PON)
Don vi tinh : VND / ngay/ nguoi

Loai Poi twong Trong Ngin han dwéi 5 Dai han trén 6
ngay ngay ngay
DPinh muirc Pinh murc
1 ngay, dém 1 ngay, dém
| | Ban giam ddc Khéng 500.000 BP Hanh chinh
duoc chi thanh toan
I Doi truong , doi pho Khoéng 400.000 y
duoc chi
Il Nhén vién Khoéng 300.000 y
duoc chi

Pié¢u 8. Khoan tién phu cz"ip lwu trd ( Tién in udng )

Phy cap luu tra 1a khoan tién an ubng sinh hoat hang ngay trong thoi gian cong tac . Cong ty
s& khoan chi tién Iuu tra in udng cho timg nguoi . Cu thé nhu sau :

Nguyén Van Thirc chuyén gia FAT — Tel 090 2222 515

Trang 4/6



QUY PINH CHE PO CONG TAC PHI | 2024

PINH MUC KHOAN PHU CAP LUU TRU (TIEN AN UONG)
Pon vi tinh : dong / ngay/ 1 nguoi

Loai Poi twgng Trong ngay Ngin han Dai han trén 6
dwéi 5 ngay ngay
I Ban giam ddc 500.000 450.000 400.000
I boi truong , doi phod 400.000 350.000 300.000
Il Nhan vién 300.000 250.000 200.000

Muc III. PIEU KHOAN THI HANH

Pi¢u 9. Picu khoan thi hanh va trach nhiém thi hanh.

Quy ché nay c6 hiéu luc ké tir ngdy 01/10/2024 Cac quy dinh ban hanh trudc day vé ché do
cbng tac phi déu bi bai bo.

Céc truong hop khac véi Quy dinh nay phai dugc sy phé duyét cua Tong Giam doc Cong ty.
Bo phan Tai chinh, Ké toan hudng din thuc hién Quy ché nay

B6 phan Hanh chinh chiu trach nhi¢m thong bdo td1 cac Bo phan, ca nhan lién quan

Ban Giam ddc, Phong Ké toan Tai chinh va cac phong ban lién quan cin ctr quy ché thuc hién.

TONG GIAM BOC
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