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&qc lap - Tit do - Hanh phuc

DongNai, ngay^^thang 01 ri&m 2019

UBND TINH DONG NAI 
VAN PHONG

:9/jA'/QD-VPSo:

QUYET DJNH
Ve vi|c ban hanh Quy che chi tieu noi b§ cua Van phong UBND tinh

CHANH VAN PHONG UY BAN NHAN DAN TINH DONG NAI
can cir Thong tu lien tjch s671/2014/TTLT-BTC-BNV ttgay 30/5/2014 

cua Bo Tai chinh .va Bo N^i. yy v6 yi?c huong dan thuc hifn Nghi dinh s6 
130/2005/ND-CP ng&y 17/10/2005 cua Chinh phii qui d|nh ch4 d6 ty chii, tir 
chiu trach nhiem ve sur dung bien che va kinh phi quan ly hanh chinh doi voi co 
quan Nha nude;

Cdn cu Quy dinh so 28/QB-VP ngay 29/4/2014 cua Chanh Van phong vh 
vi?c Ban hdnh Quy che l&m viec cua Van phong UBND tinh D6ng Nai;

Xet de nghi cua Truong phong Quan tri - Tai vy; sau khi thong nhat y kien 
toan the can bp, cong chuc, vien chirc tai Hpi ngh| ngay 24/01/2019 v£ viec lay y 
kien thyc hien Quy che chi tieu noi bp cua Van phong UBND tinh nam 2019;

QUYET DJNH:

Dieu 1. Nay ban hanh kem ttieo quy^t dinh nay Quy che chi tiSu noi bp 
cua Van phong UBND tinh nam 2019.

Dieu 2. Quyet dinh nay c6 hipii lyre thi hanhfke tu ngay ky'..
y

Dieu 3. Can bO, cong chirc, vien chirc Van phong UBND tinh co trach 
nhiem thuc hipn Quy che chi tieu npi bp ban hanh kem theo quy4t djnh nay.

Dieu 4. Giao trach nhiem Truong ede phong; Hanh chinh - T6 chirc to 
chuc; Quan tri - Tai vy triln khai thuc hien vd theo doi bao cao tinh hinh, k6t 
qua thuc hipn quy che nay./.
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CQNG H0A XA HQI CHC NGHlA VI$T NAM 
DQc laip - Ty do -Hanh phuc

UBND TINH DONG NAI 
VAN PH0NG

QUY CHE
Chi tieu 1191 by cua Van phong UBND tinh Dong Nai

(Ban hanh kem theo Quyet dinh sdJ/jiASQD-VP ngayjl5~thdng 01 mm 2019 

cua Chdnh Van phdng UBND tinh Dong Nai)

Chmmg I
QUY fi|NH CHUNG

Dieu 1. Pham vi, doi tirptig dieu chinh
1. Quy che nay quy djnh nguyen tic, tieu chuan, dinh muc cua cac noi dung

sau:
- Chi do tien luong, tien cong va cac khoan phu cap co tinh chat luong; Che 

do cong tac phi, chi hoi nghj; Chi cac doan di cong tac nuoc ngoai va don cac doan 

khach nude ngo&i vao lam viec tai Viet Nam, chi tiip khach trong nuoc, chi bien 
djeh, phien dich.

- Chi dp chi mua sim, sua chOa thudng xuyen tai san co djnh va quan ly, sir 
dyng xe 6 to.

- Che do chi mua vat tu van phong, chi thong tin lien lac, tuyen truyin, chi 
dich vu cong cong.

- Cac che do chi khac.
- Su dyng kinh phi quan ly hanh chinh tiit kiym.
2. Quy che ap dung trong quan ly chi tieu nguon kinh phi ngan sach nha nuoc 

giao thuc hien chi do tu chu, tu chju trdch nhiym vi su dyng bien chi va kinh phi 
quan ly hanh chinh doi voi Van phong UBND tinh B6ng Nai. Cac dem vi sy nghiep 

tryc thuoc Van phong UBND tinh Ding Nai khong thuoc dii tuong diiu chinh ciia 
quy che nay.
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3. Toan the can bo, cong chuc, ngudi lao dong khong phan biyt chuc danh va 

ngach cong chuc dang cong tdc tai Van phdng UBND tinh.
Dieu 2. Muc tieu thyc hiyn quy che chi tieu nyi by
1. Tao dieu kien cho Van phdng thyc hien quyin ty chu, chu dyng trong viyc 

quan ly va sir dyng kinh phi quan ly hanh chinh dupe giao, ding thdi gin trach

I



nhi?m cua Thu trircmg dan vj va can bp, cong chuc, nguai lao dpng trong vice thuc 

hi?n nhiem vy dirge giao theo quy djnh ciia phdp luat,

2. Thuc day vipc sap xep to chuc bp may co hieu qua, nang cao tinh chu dpng 
phan dau hoan thanh tot nhipm vu, dam bao thu nhap chi'nh dang ciia can bp, cong 
chuc, nguai lao dpng trong ca quan.

3. Dam bao tai san cong dugc su dung dung myc dich, co hieu qua.
4. Thyc hien tot chu truong cua Nha nuac ve thuc hanh tiet kipm, chong lang 

phi trong chi tieu ngan sach.
Dieu 3. Nguyen tic xay dung quy che
1. Bao dam cho ca quan va can bp, cong chuc, nguai lao dpng hoan thanh tot 

nhiem vy chinh trj dugc giao; Bao dam sy cong bang, minh bych nguon thu va chi 
tai chinh trong dan vj, bao vp quySn hgp phap cho nguai lao dpng.

2. Muc chi ciia Quy ch4 khong vugt qud tieu chuin, chi dp quy dinh hipn 

hanh cua Nha nuac. Cac khoan chi, npi dung chi khong quy dinh cy the trong Quy 

che nay thi thyre hien theo quy djnh hien hanh cua Nha nuac.
3. Tat ca cac khoan chi phai dam bao co dii hoa don, chiing tir theo quy djnh 

cua phap luat.
Di£u 4. Can ctr xay dyng quy chi
1. Chi do, tieu chuan djnh muc chi tai chinh hien hanh ciia ca quan Nha nuac 

c6 thdm quyen quy djnh.
2. Chuc nang, nhipm vy, to chuc bp may va dac diem tinh hinh thyc hipn 

nhiem vy chuyen mon dugc giao.
3. D\r toan chi ngan sach Nha nuac giao thuc hien che dp tu chii tai chinh

hang nam.
Chirang II

QUY DJNH CV THE
Dieu 5. Che dp tien lirang, tien cong va cac khoan phu cap co tinh chat

hrong
Che dp tien lucmg, tien clng va cac khoan phu cap co tinh chat luang dugc 

thuc hien theo quy djnh hien h&nh cua Nha nuac va dugc chi tra vao khoang thai 
* gian tir ngiy 01 den ngay 10 hang thang.

Dieu 6. Cac khoan d6ng gop 

1. Bao hiem xa hpi.
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2. Bao hilm y te.
3. Kinh phi cong doan.
4. Bao hiem that nghiep
Cac khoan tren thuc hien theo die dp hien hanh cua nha nuac.

Dieu 7. Che dp thanh to^n dich vu cong cong
- Chi phi sir dung dien, nude cho nhu cau lam viec va sinh boat cua CBCC, 

ngudi lao dpng thanh toan theo muc quy djnh cua Ban Quan ly Try sd khoi nha 

nude tu nguon kinh phi tu chii cua Van phdng.
- Su dung xe 6 to: Thuc hipn theo Quy che quan ly, su dyng xe 6 to phuc vu 

cong tac. Xe 6 t6 phyc vy cho boat dong cua UBND tinh duoc thanh toan tu kinh 

phi boat dong dac thii cua UBND tinh.
- Thanh toan nhien lipu theo djnh muc quy djnh trong Quy che quan ly, su 

dyng xe 6 to phuc vy cong tac.
Hinh thuc cap nhien lieu: lap phieu xudt kho Truong phdng Quan tri - Tai vu 

ky phieu xudt kho vd nhdn vien lai xe true tiep nhein nhien lieu tai cua hang xdng 

ddu da dang ky, hap dong cung ung nhien lieu.
Hang thang, ke toan can cu vao phieu xuat kho tong hop, ddi chieu so luong 

vdi don vj clp xang, thdng nMt xuSt hda don thanh toan (cd bien ban ddi chilu).

Dieu 8. Che dp chi vpt tu van phdng
- Van phdng pham giiy in, muc may in, muc may Fax, muc may photocopy, 

van phdng pham phuc vy cong tac chung cua bo phan cong van ddn, cong van di 
thuoc phdng Hanh chinh To chuc; Van phdng phdm phuc vy cho boat dpng cua 

UBND tinh nhu: bia so mi, bia 3 day, bia ho so, so giao nhan cong van, kirn kep 

giay, kim bam, bam giay, ho dan, bao thu, phieu chuyen ho so, phieu xir ly cong
^ * e y f f

van, phieu kinh chuyen, viet, se cap theo nhu cau thuc te phat sinh tren nguyen tac 

sir dung tiet kipm, hieu qua va duoc thanh toan tir nguon boat dong dac thu ciia 

UBND tinh. Viec in In, photo tai lipu phai co y kien cua lanh dao phdng. Bo phan in 

Sn, photocopy hanh chinh chi thuc hien khi co y kiln ddng y ciia Trudng, Phd phdng 

Hanh chinh - T6 chuc.
- Tat cd ede khoan van phdng phdm, vat dung ve sinh cdp cho mdi tap thi 

hoSc ca nhdn aeu phai co gidy de nghit chuyen cho Phdng Quan tri - Tai vu can ddi, 
Trir&ng phdng Quan tri - Tai vu se thica uy quyen cua Chdnh Van phdng ky duyet 
cdp.
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- Vat dung ve sinh cap cho to phuc vu hang thang, tren ca sa de xuat cua tung 

bp phan phuc vy, Phong Quin tr| - Tai vu can doi, de xuat, mua trang bj cho to 

phyc vy. Viyc mua sam cong cy, dyng cy phyc vy cho cong tac UBND tinh dupe 

chi tir nguon kinh phi boat dpng die thii cua UBND tinh.
Hang thing Van phong thyc hiyn khoan van phong phlm cho CB.CC, nguoi 

lao dong thupc Van phong tyr trang bi phuc vu cho cong viec ciia ca nhan, gom cac 

mire sau:
+ Chu tjch, Pho Chu tich, Chanh - Pho Van phong: 200.000d/thang.
+ Truong phong, Pho phong, Phy trach phong:
+ Chuyen vien, can su cac phong:
+ Cac bp phan tiep tan, phuc vy, dpi xe, to dien lOO.OOOd/thang.

Dieu 9. Che thong tin, tuy£n truyen, lien lyc
1. Quin ly vi su dyng dien thoyi
Cin cu QuySt djnh so 78/2001/QD-TTg ngay 16/5/2001, Quyet dinh so 

179/2002/QD-TTg ngay 16/12/2002, Quyit djnh so 168/2005/QD-TTg ngay 

7/7/2005 cua Thu tuong Chinh phu quy dinh ve tieu chuan, djnh muc su dung dipn 

thoai cong vy nha rieng vi dien thoai di dong doi vai can bp lanh dao trong ca quan 

hanh chinh, dan vi sy nghiep, to chuc chinh trj, cac t6 chuc chinh tri - xa hpi; Thong 

tu so 29/2003/TT-BTC ngay 14/4/2003 cua Bp Tii chinh huong din thuc hien 

Quyit djnh s6 78/2001/QD-TTg vi Quyet dinh s6 179/2002/QD-TTg cua Thu tudng 

Chinh phu.

200.000d/thang.

150.000d/thang.

Cin cir Quyit djnh s6 87/2006/QD-UBND ngiy 19/12/2006 cua Chu tich 

UBND tinh Dong Nai Ban hanh quy dinh ve tieu chuan, dinh muc sir dung dien 

thoai cong vu tai nha rieng va dien thoai di dpng doi vai can bp lanh dao trong cac 

ca quan hanh chinh, don vi sy nghiep, to chuc chinh tri, cac to chuc chinh tri - xa 

hpi tren dia ban tinh B6ng Nai.
- Cac truemg hprp dupe trang bj 01 dipn thoai co dinh tai nha rieng va 01 dipn 

thoai di dpng, g6m:
+ Chu tich UBND tinh, Pho Chu tich UBND tinh, Chanh Van phong, Pho 

Chanh Van phong.
- B6i tupng dupe trang bj 01 dien thoai di dpng
+ Bp phan Tong hpp cua Van phong UBND tinh
- Chi phi trang bj dipn thoai: 300.000 dong/may doi vai dipn thoai co dinh va 

3.000.000 dong/ may d6i vai dipn thoai di dpng.
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- Mure thanh toan cuctc phi sir dyng di?n thoai (ke ca tien thue bao hang thang) 

quy <Jinh nhu sau:
+ Chu tjch UBND tinh: 300.000 dong/mdy/thang d6i vai di?n thoai co dinh 

va 500.000 d6ng/ may/thang doi vdi difn thoai di dong.
+ Cac Ph6 Chu tjch UBND tinh: 200.000 dong/may/thang doi voi difn thoai 

co djnh va 400.000 dong/ may/thang doi vai dien thoai di dpng.
+ Chanh - Pho Van phdng UBND tinh: 100.000 dong/may/thang doi vai dien 

thoyi c6 dinh va 250.000 dong/ may/thang doi vai dien thoai di dong.
+ May tryc (Phong T6ng hyp): 250.000d/may/thang doi vai difn thoai di

dong.
* 0

- Doi vai cac may di?n thoai co djnh tai ca quan: Chu tjch va cac Pho Chu
tjch thanh toan theo thuc t<§ phat sinh, Chanh V5n phong thanh toan mure 400.000 * *
dong/thang, ede Pho Vdn phong thanh toan muc 300.000 dong/thang, Truong, Pho 

phong thanh todn muc 200.000 dong/thang, chuyen vien cac khoi thanh toan muc 

100.000 dong/thang, Di?n thoai phong vdn thu (so 0251-3822501) la may true ca 

quan thanh todn khong qua 1.300.000 d6ng/thang. Hai may Fax thanh toan theo thyc 

t6 phat sinh.

- Viec trang bi, quan ly va su dyng phuong tien thong tin dien thoai, may Fax 

tai Van phdng duac thyc hien theo quy djnh cua Chinh phu. Giao Truong, Pho cac 

phdng phoi hyp vdi by phan Ke todn kiem tra viec sir dung diyn thoai theo muc 

khodn, neu phdng nao su dung han mire quy djnh se nop lai so tien sir dung vuot 
qua quy djnh cho bo phan Ke todn.

2. Tai lieu nghien curu
Hang thang Vdn phdng thyc hien khodn tai lieu nghien cuu theo cac muc

khodn sau:
+ Chu tjch, Pho Chu tjch, Chanh - Pho Vdn phdng:

+ Truong phdng, Pho phdng, Phy trdch phdng:
+ Chuyen vien, can su cac phdng:
+ Cac bo phan ti§p tan, phyc vy, dpi xe, to dien: lOO.OOOd/thdng.

# f y

Lanh dao UBND tinh, Idnh dao Van phdng duac cap tir 2 den 3 loai bao gdm: 
Bao Nhan dan va cac bao khde theo yeu cdu ciia Idnh dao.

Dieu 10. Cong tac phi
Chi do cong tac phi duac thyc hien theo ede quy djnh tai Thong tu so 

40/2017/TT-BTC ngay 28/04/2017 cua Bo Tai chinh Quy djnh che dy cong tac phi,

200.000d/thdng.

200.000d/thdng.
150.000d/thdng.
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ch4 dp hoi ngh|; Quylt djnh s6 23/2018/QD-UBND ngay 24/4/2018 cua Chu tjch 

UBND tinh Dong Nai Quy djnh che dp cong tac phi, che dp hpi nghi tren dja ban 
tinh B6ng Nai.

1. Thanh loan tien phuong tipn cong tac.

Can bp, cong chuc, nguai lao dpng Van phong UBND tinh khi dupe lanh dao 

ho|c nguoi dupe uy quyen phan cong di cong tac ngoai tinh dupe thanh toan tiSn 

cong tac phi bao gom cac khoan nhu sau:

- Truong hpp di cong tac bang phuong tien giao thong dubng bp, duemg thuy, 
dudng sat, nguoi di cong tac dupe thanh toan tien tau xe theo gia cube thong thuong 

gom: tien mua ve tau, xe, cuoc qua pha, do ngang, phi su dung duemg bp va cube 

chuyen chb tai lieu phyc vu.
- Truong hpp di cong tac bang xe 6 to co quan thi khong dupe thanh toan tien

tau xe.
- Tieu chuan mua ve may bay di cong tac trong nude nhu sau:
+ Hang ghe thuemg gia (Business class hoac C class) danh cho cac churc danh 

can bp lanh dao co h? so phy cap chuc vu tu 1,3 tro len;
+ Hang ghe thuong: Danh cho cac chuc danh can bp, cong chuc, vien chuc

con lyi.
- Chung tir va rmic thanh toan: Theo gia ghi tren ve, hoa dom mua ve, hoac 

giiy bien nhan cua chu phuong tien; gia v6 khong bao gom cac chi phi djeh vy khac 

nhu: Tham quan du lich, cac dich vy dac bipt theo yeu cau. Rieng chung tir thanh 

toan ve may bay ngoai cuon ve (hoac ve dien tir) phai kern theo the len may bay.
2. Thanh toan phy cdp luu tru: Dupe tinh tir ngay bat dau di cong tac den khi 

ket thuc dpt c6ng tac tro ve co quan (bao gom thbi gian di tren dubng, thbi gian luu 

tru tai noi den cong tac); rrtuc phy cap luu tru dupe quy djnh nhu sau:

+ Di cong tdc ngoai tinh 200.000d6ng/ ngay/ nguoi.
* Truong hpp di cong tac ngoai tinh trong ngay (di va ye trong ngay); miic 

chi 150.000d6ng/ngay/nguoi.
Cac trubng hpp di cong tac trong tinh thuc hien mire khoan tien nhien lieu di 

cong tac ap dyng cho CBCC, NLB cua VSn phong muc 400.000 dong/ngubi/thang.
- Chung tir db thanh toan cong tac phi cho can bp, cong chuc, ngubi lao dpng 

Van phong gom: Giay di dubng co ky duyet cua Thu trubng co quan cu can bp di 
cong tac va xac nhan cua co quan noi can bp den cong tac; giay mbi hoac ke hoach 

lam vipc cua noi den cbng tac.
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3. Thanh loan tien thue phong nghi tai noi den cong tac.

- Thanh toan theo hinh thuc khoan:
a) Cac chic danh ISnh dao co h? so phy cap chic vy ti 1,25 tro len, mic 

khoan 1.000.000 dong/ngay/ngu6i, khong phan biet noi din cong tac.
b) Cac chic danh ISnh dao co hy so phy cap chic vy tu 1,05 din duoi 1,25, 

mic khoan 800.000 d6ng/ngay/ngucri, khong phan biet noi den cong tac.
c) Cac dot tuomg can bo, cong chic va nguoi lao dpng con lai:

* Truing hop di cong tac ngoai tinh Dong Nai:
+ Di cong tac a quan, thanh pho thupc thanh ph6 true thupc Trung uomg va 

thanh phd la do thi loai I thuoc tinh: Mic chi 450.000 dong/ngay/nguii;
+ Di cong tic tyi cac huyen thupc cac thanh ph6 true thuoc trung uomg, tai 

thanh ph6, thi xa thupc tinh: Mic chi 350.000 dong/ngay/nguoi;
+ Di cong tac tai cac vung con lai: Mic chi 300.000 dong/ngay/nguoi

* Truong hyp di cong tac trong tinh Dong Nai:
+ Di cong tic tai thanh pho Bien Hoa: Mic chi 450.000 dong/ngay/nguoi 

(khong ip dyng cho cin bp, cong chic lim viec co try si o dia ban thanh pho Bien 

H6a);
+ Di cong tic cic huyen, thj xi trong tinh Dong Nai: Mic chi 300.000 

dong/ngay/nguoi;
4; Truong hyp cin by di cong tic do phai hban thanh cong viyc den cu6i ngay, 

hoic chi dang ky dupe phuong tien di lai (ve miy bay, tau hpa,.6 to) tu 18 gia den 

24 gio cung ngay, thi dupe thanh toin tien nghi cua nua ngay nghi them toi da bing 

50% mic khoin phong tuong ing cua ting doi tupng.
- Thanh toin theo hoa don thuc te:
+ Di cong tic 6 quan,thanh pho thuoc thanh pho tryre thuoc Trung uomg va 

thanh pho li do thj loai I thuoc tinh:
Cac chic danh lanh dao co he s6 phy cap chic vy tu 1,25 tro len mic gia thue 

phong 1.200.000 dong/ngay/phong theo tieu chuln myt nguoi/lphong;
Cic chic danh linh dao c6 he so phy cap chic vy tu 1,05 den duoi 1,25, mic 

mic gii thue phong 1.000.000 dong/ngay/phong theo tieu chuln mot nguii/1 phong;
D6i vii cic cin by, c6ng chic con lai: Mic gii thue phong 1.000.000 

d6ng/ngay/ph6ng theo tieu chuan hai (02) nguoi/lphong;

+ Di cong tic tai cic vung con lai:
7



Cac chuc danh larxh dao co he so phy cip chirc vu tir 1,25 tro len muc gia thue 

phong 1.100.000 dong/ngay/phong theo tieu chuan myt nguai/1 phong;
Cac chuc danh lanh dao co he so phy cap chirc vu tir 1,05 d4n dual 1,25, muc 

muc gia thue phong 900.000 dong/ngay/phong theo tieu chuin myt ngudi/1 phong;
Doi voi cac can bp, cong chuc con lai: Muc gia thue phong 800.000 

dong/ngay/phong theo tieu chuin hai (02) ngudi/1 phong.
Dieu 11. Che dp to chuc hpi nghj
Che do t6 chuc hpi nghj dupe thyc hien theo cac quy dinh tai Thong tu s6 

40/2017/TT-BTC ng^y 28/04/2017 cua Bp Tai chinh Quy dinh ch4 dp cong tac phi, 
chi dp hpi nghj; Quyit djnh si 23/2018/QB-UBND ngay 24/4/2018 cua Chu tjch 

UBND tinh Bong Nai Quy djnh che dp cong tac phi, che dp hpi nghj tren dja ban 
tinh Bong Nai.

- Chi thii lao giang vien, chi boi duong bao cao vien; ngudi co bao cao tham 

luan trinh bay tyi hpi nghj: Thyc hien theo muc thii lao quy djnh tai Thong tu so 

139/2010/TT-BTC ngay 21/9/2010.
- Cac khoan chi cong tac phi cho giang vien, bao cao vien do don vj chu tri 

to chuc hpi nghj chi theo quy djnh doi vdi can bp, cong chuc, vien chuc va ngudi 
lao dong cua co quan va ghi ro trong giay mdi giang vien, bao cao vien.

- Chi giai khat giua gid: 20.000 ddng/budi/dai bieu.
- Chi ho trp tien an cho dai bieu la khach mdi khong trong danh sach tra 

luemg cua co quan nha nude, don vj su nghiep cong lap va doanh nghiep theo muc 

khoan sau:
a) Cupc hpp to chuc tai thanh pho Bien Hda: 200.000 dong/ngay/ngudi
b) Cupc hpp to chuc tai dia diem npi thanh, npi thj cua thj xa Long Khanh va 

cac huypn: 150.000 dong/ngay/ngudi.
c) Rieng cupc hpp do xa, phudng, thj tran to chuc (khong phan biet dja diem 

to chuc): 100.000 ddng/ngay/ngudi.
Bieu 12. Che d§ chi c&c doan di cong tac nirdc ngoai v& don khach nude 

ngoai vao Vi|t Nam, chi tieu tilp khach trong nude, chi bien djeh, phien djeh
1. Ch6 dp chi cho cac doan di cong tac nude ngoai thue hipn theo quy dinh tai 

Thong tu sd 102/2012/TT-BTC ngay 21/06/2012 cua Bp Tai chinh Quy dinh che dp 

cong tac phi cho can bp, cong chuc nha nude di cong tac ngdn han d nude ngoai do 

ngan sach Nha nude bao dam kinh phi.
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2. Che dp chi don cac doan khach nude ngoai vao Vipt Nam, che dp chi td 

churc hpi nghi, hpi thao quoc te tai Vipt Nam va che dp ddn tiep khach trong nude 

thuc hien theo Thong tu sd 71/2018/TT-BTC ngay 10/8/2018; Quyet dinh so 

41/2018/QD-UBND ngay 09/10/2018 ciia Chu t|ch UBND tinh Bong Nai Quyet 
dinh ban hanh Quy dinh hudng dan ve nghi le doi ngoai va ddn, tiep khach nude 

ngoai den th&m va 14m vipc tpi tinh D6ng Nai va dupe thanh toan tir ngudn kinh phi 
boat dong dac thu ciia UBND tinh.

Dieu 13. Cac khoan chi khac
1. Chi ho trp doi vdi cong chuc, ngudi lao dpng lam cong viec thudng xuyen 

tiep xiic vdi vdi moi trudng cd tinh dpc hai.
Cong chuc, ngudi lao dpng lam cong tac luu tri! th\rc hipn chi theo hudng dan 

tai Thong tu so 07/2005/TT-BNV ng4y 05/01/2005 ciia Bp Npi vu hudng dan che 

dp phy clp dpc hai, nguy hiem doi vdi can bp, cong chuc, vien chuc.
Cong chuc, ngudi lao dpng dupe phan edng thudng xuyen lam viec tryc tiep 

tiep xiic vdi moi trudng cd tinh dpc hai, muc ho trp 300.000 ddng/ngudi/thang lam 

cong tac thudng true may photocopy sao chup khoi lupng Idn tai lipu hang ngay.
t f

(Doi vdi cong tac luu trie, cong tac thu quy da dupe tinh phu cap dpc hpi theo 

luang)
2. Chi boi dudng doi vdi ngudi 14m nhipm vu tiep cong dan, xu ly dem khidu

# # \ f f

nai, to c4o, kien nghi, ph4n anh tren dja b4n tinh Dong Nai theo Quyet dinh sd 

486/QB-UBND ng4y 07/02/2018 ciia UBND tinh ve viec tridn khai thuc hifn Nghj 
quyet sd 96/2017/NQ-HDND ng4y 08/12/2017 ciia HDND tinh quy dinh muc chi

S f f ff

bdi dudng ddi vdi ngudi 14m nhiem vu tiep cong dan, xir ly don khieu nai, to cao, 
kien nghi, ph4n anh tren dia b4n tinh Dong Nai.

3. Chi ho trp cho cac trudng hop cd muc luong thap, nhan vien phuc vu, gdm:
- B4 Nguyen Thi Minh Sang - Nhan vien phdng HCTC
- B4 Nguyen Thj Thu Hien - Nhan vien phdng HCTC
- B4 V5 Thj Kim Thanh - Nhan vien phdng QT-TV
- B4 Ly Y6n Phuong - Nhan vien phdng QT-TV
- B4 Trin Thi Phuong Th4o - Nhan vien phdng QT-TV
- B4 Pham Thi My Duyen - Nhan vien phdng QT - TV
- B4 Ho4ng Thj Ngo4n - Nhan vien phdng QT-TV
- B4 Nguyen Th| Gi4u - Nhan vien phdng QT-TV
- 6ng V5 V4n Tu-Nhan vien phdng QT-TV
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- 6ng Son Thanh Binh - Nhan vien phong QT - TV

- Ba Nguyen Thi Minh Thuy - Nhan vien Ban Ti4p Cong dan.
+ Muc ho tr<? 500.000 dong/nguai/thang cho cac truong hgfp co muc 

luong tir 2.000.000 dong trd len;

+ Muc h§ tra 1.000.000 dong/ngudi/thang cho cac trudng hop co muc 

luomg tu dual 2.000.000 d6ng. Sir dung nguon kinh phi tu chu cua Van phong 
UBND tinh.

4. Chi phu cap lam them gid

Thdi gian lam them gid thuc hien theo quy dinh tai Nghj dinh s6 

45/2013/ND-CP ngay 10/5/2013 cua Chinh phu quy dinh mpt so dieu cua Bo Luat 
Lao dpng ve thdi gian lam viec, thdi gian nghi ngoi va an toan lao dong, ve sinh lao 

dpng. So gid lam them trong ngay khong qua 50% so gid lam vi$c binh thudng 

trong 01 ngay, khong qua 12 gid trong 01 ngay, khi lam them gid vao ngay nghi le, 
tet va ngay nghi hang tuan. Tong so gid lam viec vao ban dem, them gid khong qua 

30 gid/thdng v& 01 nam khong qua 200 gid, trudng hgp dSc bi§t khong qua 300 gid.
- Theo yeu ciu cong vif c, tit ca can bq, cong chuc, ngudi lao dpng lam them

%
gid se duqc thanh toan theo quy dinh hi?n hanh cua nha nude, vi?c thanh toan tien 

boi dudng lam them gid yeu cau can bo, cong chitc, ngudi lao dong phai co dang ky 

noi dung edng viec, thdi gian lam them gid va phai duoc Trudng bp phan xac nhan 

v& phe duyet cua Chanh Van phong. Cudi thang hoac cudi quy, Bp phan Tai vu chiu 

trach nhiem kiem tra day du chirng tir, trinh Chanh Van phong duyet chi tien lam 

them gid cho can bp, cong chuc, ngudi lao dpng.
- Lai xe phyc vy cho lanh dao tinh khong thanh toan lam them gid theo thyc 

te ma dupe thanh toan khoan theo mvre 700.000 ddng/ngudi/thang.
- Can bp, cong chuc, ngudi lao dpng Van phong dupe phan cong tryc, lai xe

^ t

phyc vy lanh dao tinh va lam ngoai gid de hoan thanh nhung cong vipc cap bach 

phyc vy kjp thdi cho boat dpng cua UBND tinh thi dupe thanh toan tu nguon kinh 

phi boat dpng dac thii cua UBND tinh.
5. Chi phy cap true.
Can bp, edng chuc, ngudi lao dpng Van phong dupe phan cong true dem, thu 

bay, chu nhat, tryc le, Tet, tryc bao ve dupe bdi dudng theo mire sau day:
- Tryc dem, thur bay, chii nhat, le, Tet, ddi vdi cac npi dung cong vipc nhu 

tryc camera; tryc phong chay chua chay; tryc bao ve TSKNN, tryc bao ve Nha cong 

vy tinh, Tryc bao ve try sd Ban Tiep cong dan; muc bdi dudng 140.000 

ddng/ngudi/ngay hope dem dupe thanh toan tir nguon kinh phi boat dpng dSc thii cua
10



UBND tinh. Cac noi dung tiyc con lai thanh loan tu nguon kinh phi t\r chu cua Van 

phong UBND tinh.
- True nau nuac cho t6 Tiep tan trvrc vao cac ngay lam vi?c, moi ngay true 

01 nguoi, thoi gian tir 5 gid 00 den 7 gio 00 va 16 gid 30 d4n 17 gia 00, muc boi 
duang 50.000 dong/nguai/ngay tu nguon kinh phi tu chu cua Van phong UBND tinh.

- Chi boi duang cho chuyen vien, nhan vien Bq phan tiSp nhan cong van, 
photo giri cong van vao cac ngay lam viec, moi ngay true 02 nguai (01 ngudi tai Bo 

ph?n nhan cong van, 01 ngudi tai bo phan photo, phat hdnh), true tir 16 gid 30 den 17 

gid 10, muc bdi dudng 50.000 dong/ngudi/ngay tir nguon kinh phi tu chu cua Van 

phong UBND tinh.
6. Chi hop dong thue khoan lam sach khoi ca quan, quet don xung quanh tru 

sd lam vi$c kh6i nha nude tir nguon kinh phi boat dpng dac thii cua UBND tinh.
Dieu 14. Mua sSm, sua chira, bao dudng thudng xuyen tai san co djnh
Vi?c mua sam, sua chua va cung ung dich vu phai duac Chanh Van phong 

phe duyet theo dung ede quy djnh hisn hanh cua Nha nude v4 mua sSm tai san, 
phuong tifn trong ca quan Nha nude va phai thue hien dung trinh tyr, thu tuc theo 

quy djnh hisn hanh cua ca quan Nha nude cd thdm quyen ban hanh
Tai san co djnh, cong cu dung cu duac quan ly theo quy djnh quan ly tai san 

cua Van phong UBND tinh.

Can cu tinh hinh th\rc te sir dung phuong tisn va tai san ca quan, Phong Quan 

tri - Tai v\i va cac phong duac giao quan ly, sir dyng tai san, cong cu, dung cy phai 
thudng xuyen theo doi qua trinh boat dong cua tai san, cong cu, dung cy. Khi phat 
hisn dau hisu dan d4n hu hong tai san, edng cu, dung cy phai bdo ngay cho Phong 

Quan trj - Tai vu lam cac thu tuc sira chfta. Hang nam thyc hien ki6m ke tai san, 
cong cu, dyng cy theo quy djnh.

- Doi vai tai san, cong cu, dung cu thay the, siea chita nho, bdo tri, bdo 

duang thudng xuyen muc chi duai 5.000.000 dong (Nam trieu dong chan), Truong 

phong Quan tri - Tai vu se thua icy quyen cua Chdnh Vdn phong ky duy?t phieu di 

nghf siea chua, thay the. Truong hop sua chira lent Truong phdng Quan tri - Tai vu 

co trdch nhiem tham muu trinh Chdnh Vdn phong phe duyet truoc khi tien hanh siea 

chira.
Dieu 15. Kinh phi quan ty hanh chinh tiet kifni
Kinh phi quan ly hanh chinh ti4t kism dupe sir dyng theo cac nyi dung vdi thu 

tu uu tien nhu sau:
1. B6 sung tdng thu nhap cho can bo, cong chirc va ngudi lao dyng.

II



Hang quy, can cur vao ket qua danh gia CB,CC ngudi lao dqng dl thuc 

hien vi£c tang thu nhap hang quy. Cac phong guri ket qua danh gia cua dan vj minh 
cho Bo ph|n kl toan - phong Quan tri - Tai vu vao ngay 28 aia thang cuoi quy.

V3n phong tam trich trade tien thu nhap tang them cho can bo, cong chuc, 
ngudi lao dqng theo muc cy thi:

- Hoan thanh xudt sac nhifm vu (loai A): muc 1.200.000 ddng/ngudi/thang.

- Hoan thanh tot nhiem vy (loai B): mure 1.000.000 ddng/ngudi/thang.
- Hoan thanh nhiem vy (loai C): muc 800.000 ddng/ngudi/thang.

Cuoi nam tren co sd thyc hien dy toan duqc giao, can ddi cac khoan chi, 
so edn lai duac xac dinh la kinh phi quan ly hanh chinh do tiet ki?m duye. Nguon 

kinh phi tiet kiem sau khi kMu tru so tien tam umg da tam trich hang quy, so tien con 

lai chi bo sung thu nhap cho can bo, cong chuc, ngudi lao dong tren ca sd ket qua 

danh gia cong vy cuoi nam.

Cac trudng hqrp nghi thai san, nghi lam viec nhung cd hudng luang tai ca 

quan se duyc tinh muc binh quan va nhan cho so thang lam viqc cd hudng luang va 

duac giai quyet vao cudi nam.
2. Chi khen thudng djnh ky hoac dpt xuit cho cd nhan va tap the cd thanh 

tich dong gdp theo quy dinh hi$n hdnh cua Luat thi dua khen thudng.
3. Chi cho ede boat dpng phiic lyi:
- Chi nghi dudng cho can bo, cong chuc, ngudi lao dyng tdi da 2.000.000 

ddng/ngudi/nam. Mure chi cy the do Chdnh Vdn phong, Ban Chap hdnh cong doan 

quyet dinh muc chi edn cur vdo tlnh hlnh thyc td vd kha ndng nguon kinh phi tiet 
kiem duye.

- Chi khdm sue khde dinh ky hang ndm cho can by, cong chuc, ngudi lao 

dyng tdi da 2.000.000 ddng/ngudi/nam . Muc chi cy thd do Chdnh Vdn phdng, Ban 

Chap hdnh cong doan quyet dinh muc chi edn cur vao tinh hinh thyc te va kha ndng 

ngudn kinh phi tiet kiem duye.
- Chi tham hoi, try dip khd khdn cho can by, cong chuc, ngudi lao dyng; cha 

my ruyt, cha my vy (hoac chdng), vy, chong ddi vdi nhung trudng hyp rui ro bynh 

tat, tai nan, ma chay muc 500.000 d/ngudi/lan. Chi khdng qua 2 lan/ngudi/ndm.
- Ho try edn by, cong churc, ngudi lao dyng tap luyyn, tham gia hyi thao 

ngay truyen thdng Vdn phdng vd tien khen thudng cho edn by, cong chuc, ngudi lao 

dyng dat giai.
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Tap the 

500.000 d 

400.000 d 

300.000 d 

200.000 d

Ca nhan 

300.000 d 

200.000 d 

150.000 d 

100.000 d

Giai nhdt
Giai nhi
Giai ba
Giai khuyen khich
- Ho tro kinh phi tham gia cym thi dua theo quy djnh.

- Cac khoan chi phuc lai khac.

Dieu 16. Quy djnh ve thd'i gian giai quyet c&c khoan chi
- Doi voi cac khoan chi mang tinh chat dpt xuSt: Chi theo y kien chi dao cua 

Chanh VSn phong UBND tinh.
- Cac khoan chi thong thucmg: Then gian xu ly khong qua 05 ngay.
- Cac khoan chi nhir: Luomg, phy cap, cac khoan khoan chi duac chuyen vao 

tai khoan ca nhan tir ngay 01 d4n ngay 10 hang thang.

- Cac khoan chi khac (khong khoan): Dugc thanh loan theo thyc t6 phat sinh 

cua timg nhipm vy cy thS, doi voi cac khoan phat sinh chua co trong quy ch4, sS 

thyc hipn theo cac quy djnh hipn hanh cua Nha nude ve quan ly tai chinh.

Chtrang III
TO CHLTC THU'C HIEN

Dieu 17. Trach nhipm thyc hi^n
1. Chdnh Van phong UBND tinh chiu trach nhigtn trude phap luat ve cac 

quyet dinh cua minh trong vipc qudn ly, su dyng bien ch4 vh kinh phi quan ly hanh 
chinh dugc giao;
If f

- To chuc thyc hipn cac bien phap tiet kiem trong viec su dung bien che kinh 

phi quan ly nha nude.
- To chuc thao luan dan chu, cong khai tai chinh trong viec quan ly va su 

dung bien che, kinh phi quin ly hanh chinh trong ca quan, tao dieu kipn cho t6 chuc 

cong doan va can bg, cong chuc, ngudi lao dong trong ca quan dugc tham gia thyc 

hien va giam sat thyc hipn phuong an su dyng bien che, kinh phi theo quy djnh cua 

nha nude. Trien khai, to chuc thao luan dan chu thdng nhdt cao quy chi chi tieu noi 
bo va quy ch4 dan chu co so nhSm thyc hipn tdt muc tieu, nhiem vy dugc giao.

- Chi dyo Phdng Quan tri - Tai vy (ke toan, thu quy) md so saeft theo doi viec 

thyc hien quy che chi tieu ngi bg, hang thang cd kiSm tra chiing tir, ddi chilu sd 

sach, bao cao tham muu cho Chanh Van phong theo dung quy djnh hien hanh cua
13



nha nuac va cac quy djnh ciia quy che nay. Hang nam, bao cao ca quan chu quan 

quan ly tryc tiep ket qua thuc hi?n.

2. Ban Thanh tra nhan dan giam sat, kiem tra dinh ky hoac dot xuat theo chirc 

nang, nhi^m vu dugrc giao. Hang quy, ket thuc nam co to chuc danh gia, bao cao kit 
qua thuc hien trong hpi nghi can bp, cong chuc.

3. Qua trinh thuc hien can bo, cong chuc, ngudi lao dong co trach nhipm theo 

doi, phat hipn nhung thieu sot bat cap, de xuat cac giai phap, siia d6i b6 sung cho 
phu hgrp.

Dieu 18. Dieu chinh quy che chi tieu npi bp: Cac dinh mire khoan trong quy 

che nay dupe diiu chinh khi co thay doi djnh mire, tieu chuin, chi dp chi theo quy 

djnh cua nha nude; khi co sir thay doi vi td chuc, bien chi cac phong true thupc Van 

phong dupe cap co tham quyin quyit djnh hoac do nhu cau boat dpng thuc te cua 

co quan trong timg giai doan, sau khi co y kiin tham gia bang van ban cua to chuc 

Cong doan co quan v& co thong nhit npi dung v6i Chdnh Van phong truoc khi thuc 

hifn.
Dieu 19. Hipu luc thi hanh
Quy che nay dupe ap dung tir thang 01/2019, cac quy dinh trude day trai vdi 

Quy chi nay deu dupe bai bd./.

CHANH VAN PHONGTM. BCH CONG DOAN 
iU TICH
ft

e ST Lam tfen Vift Phupng
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rb
VAN PHONG UBND TINH 

PHONG QUAN TRI - tAi vy
CONG HOA XA HOI CHU NGHlA VIET NAM 

Dye lap - Tir do -Hanh phuc

Dong Nai, ngay 25 thing 01 nam 2019

TdTRINH
Ve vife ban hanh Quy chi chi tieu n^i b9 cua V3n phong UBND tinh.

Can cii Nghi djnh s6 130/2005/NB-CP ngay 17/10/2005 cua Chlnh phu quy 
* * ' * dinh che dp tp chu, tu chju trach nhiem ve sur dung bien die va kinh phi quan ly

hinh chinh doi vai ca quan nha nude; va Thong tu Lien tjch s6 71/2014/TTLT-
BTC-BNV ngay 30/05/2014 \h vipc hudng dan thpc hipn Nghi djnh so
130/2005/NB-CP;

Thuc hipn Thong tu s6 40/2017/TT-BTC ngay 28/4/2017 cua Bo Tai chinh 

Quy djnh chi dp cong tac phi, chi dp hpi nghj; Quylt djnh s6 23/2018/QB-UBND 

tinh ngay 24/4/2018 cua Chu tjch UBND tinh Bong Nai Quy djnh chi dp cong tac 

phi, che dp hpi nghj tren dja ban tinh D6ng Nai.

Nham quan ly tit nguon kinh phi dupe ngan sach clp, thuc hipn cac khoan 

chi tieu theo dung cac quy djnh cua Bp Tai chinh ding thoi la co sd de cac bp phan, 
ca nhan lien quan nang cao tinh chu dpng, tinh thin trach nhiem trong viec quan ly 

hanh chinh, su dung bien chi va cac khoan chi tieu khac mpt each phu hpp, tilt 
kipm, hieu qua.

Phong Quan trj - Tai vy kinh bao c&o va d! nghj Chanh Van phong , Chu tjch 

Cong doan ca sd xem xdt, phe duypt “Quy chi chi tieu npi bp cua Van phong 

UBND tinh nam 2019” d! thay thl cho ban “ Quy chi chi tieu npi bp ciia Van 

phong UBND tinh nam 2016” cho phii hop vdi dieu kipn thyc te va quy djnh cua 

Bp Tai chinh.
Tran trong./.

ph6ng quan trj - tAi vy
Tnrdng phong

Pham Kim Nguyen


