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Chit ky

I/ MUC PICH:

- Xé&c dinh cdc mirc ma quan 1y, nhan vién phai thyc hién khi di cong tac
- Xac dinh cac chinh sach, ché d6 ctia quan 1y, nhan vién khi di cong tac.
II/ PHAM VI:

- Ap dung cho toan bo cong ty.

111/ PINH NGHIA:

- Khong cé.

IV/ NOI DUNG:

1. Quy trinh di cong tac:

Quy trinh cong tac nay ap dung cho cac truong hgp di cong tac ngoai tinh va di cong tac nude
ngoai.

1.1 Pé nghi di cong tac:

- Nguoi c6 nhu cau di cong tac phai lam gidy dé nghi di cong tac theo miu: HC — 12 — BM 01.
- Gidy dé nghi di cong tac phai dugc quan 1y truc tiép xem xét va ky xac nhan.

1.2 Duyét.

Tham quyén phé duyét di cong tac dugc quy dinh nhu sau:

- Giam dbc cac bo phan dbi voi tat ca nhan vién tryc thudc (ngoai tham quyén cta trudng phong)

- Giam doc di€u hanh doi voi truong hop cac Giam doc bd bd phan di cong tac tinh va véi tat ca
cac truong hop di cong tadc nudc ngoai.

- Pbi v6i cAp nhan vién di cong tac trong ndi bo tinh,thanh phd thi chi cn cip Trudng phong phé
duyét.

1.3 Chuén bi.

- Dai véi trudng hop cong tac nude ngoai do phong HCQT lam thu tuc xin cip passport va visa.
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- D4 v6i truong hop cong tac lién tinh thi do trg 1y hay thu ky ciia gidm doc chuan bi, ddi voi
truong hop cac Truong phong thi do tu TP chuan bi.

- Ngoai cac ndi dung chuan bi trén, viéc chuan bi cac cong cu, phuong ti¢n khac do thu ky chuan
bi (doi voi cap giam doc), doi véi cap TP va nhan vién thi tu chuan bi.

1.4 Quy dinh vé cong tac:

- Thuyc hién ding cac chuong trinh, ké hoach ndi dung di duogc giao trong thoi gian cong tac.
- Khong sir dung viéc di cong tac dé 1am cac cong viéc ca nhan (trong gid lam viéc).

- Khong thyc hién cic hanh vi gdy anh huéng dén uy tin cia cong ty.

- Trong qua trinh thyc hién, néu co vudng mic phai bao ngay cho nguoi c6 tham quyén xin y kién
chi dao giai quyét.

1.5 Bao cao:

boi voi truong hop di cong tac lién tinh hay cong tac nudc ngoai, nguoi di cong tdc phai lam
cac cong viéc sau:

- Lap bang x4c nhén gio cong theo mau trong quy dinh vé quan 1y gio cong va chuyén cho phong
nhan sy tinh luvong. ‘

- Lap bang bdo cdo cong tac trong thoi gian di cong tadc bao gom

+ Céc cong viéc da thyc hién dugc.

+ Céc cong viéc chua thyc hién dugce, néu ly do.

2. Thanh toan cong tac phi:

2.1 Quy dinh chung:

- Thanh toan cong tac phi nham tao diéu kién cho nguoi di cong tac giai quyét cong viéc cua cong
ty c¢6 kha niang thanh toan nhimg chi phi cin thiét vé an, &, di lai, phu cip theo mirc thong
thuong trong nhirng ngay di cong tac theo phan cong cua TGD hodc nguoi duge TGD uy quyén
phan cong bang Gidy gidi thiéu, Gidy di duong hodc quyét dinh cir di cong tac.

- Truong hop di cong tac ¢ nude ngoai thi phai co quyét dinh bang vin ban cia TGD hoic TGD
di cong tdc & nudc ngoai thi phai c6 quyét dinh bang van ban cia Chu tich HPQT.

- Chu tich HPQT, TGD hoic ngudi duoc TGP uy quyén phai xem xét, can nhic khi quyét dinh
cu can bo nhan vién di cong tac (v€ sO luong, thanh phan, thoi gian) nham dam bao tiét kiém chi

phi va dat dugc hiéu qua cong viéc.

- Noi dung duoc thanh toan cong tac phi gom:
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+ Tién vé tau, xe, may bay di v€, tién thué€ phuong tién di va vé tir van phong Cong ty dén noi cong
tac, tir noi ¢ dén noi lam viéc.

+ Phu cép luu tra (phu cip di duong)
+ Tién thué chd & noi dén cong tac (khach san, nha tro, phong nghi)

+ Tién khoan cong tac phi hang thang do yéu cau phai di lién hé cong tac thuong xuyén ma khong
thanh toan theo ngay.

+ Céc khoan phi, 1é phi khéc theo thong 1& quéc té (truong hop di cong tac & nude ngoai)
- Cac truong hop sau day khong duoc thanh toan cong tac phi:
+ Thoi gian diéu tri, diéu dudng tai co sé y té, nghi tai nha diéu dudng, dudng sirc

+ Nhitng ngay di hoc tip, ddo tao da thanh toan theo ché d6 dao tao theo quyét dinh bing vin ban
cua TGD

+ Nhitng ngay lam vi¢c riéng trong thoi gian di cong tac

+ Nhing ngay di tham quan du lich da dugc thanh toan theo dy toan duoc duyét kém theo quyét
dinh cu di tham quan du lich bang van ban cua TGD

+ Thoi gian dugc giao nhi€ém vu thuong tI'l:l,‘ biét phai tai m@t dia phuong, don vi khéc theo quyét
dinh cua TGD hodc ngudi duge TGD uy quyén phan cong bang van ban.

2.2 Pinh mirc thanh todn cong tac phi:

a/ Tién vé tau, xe, may bay:

- CBNV Cong ty khi di cong tac ty tac phuong tién di lai dugc thanh toan tién vé tau, vé xe, vé
may bay, phi qua pha, cau, duong, do; phi san bay, phi bén bai, thué mudn xe 6t0, taxi, xe may,
xe thd di lai ... ; cude hanh 1y phuc vu cho chuyén cong tac ma CBNV da tryc tiép chi tra theo
gia cudc van tal hanh khéch quy dinh hién hanh (ghi trén vé hop 1€, hop phap).

- Hang vé tau, xe, may bay dugc quy dinh nhu sau:

+ Céc thanh vién Ban lanh dao cong ty gom HPQT, BKS, TGP, Pho TGP, cac GPCM, phd
GBbCM, Ké toan truong, Truong cac phong chuyén mén, Truong van phong dai dién chi nhanh,
chuyén gia ¢6 van cao cap va cac chirc danh khac c6 he s6 luong co ban tir 3.7 trd 1én dugc thanh
toan phwong tién di lai bang vé may bay va phuong tién taxi hodc xe 6-t6 cong ty bd tri.

+ Cac cp Pho truong phong, Phé quan ddc va cap pho tuong duong va cac chirc danh khac c6 mirc
lvong co ban tu3.0 : dugc thanh todn phuong tién di lai bang vé tau, xe hang givong nam va
phuong ti¢n taxi
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+ Cac cdp nhén vién con lai: duoc thanh toan phwong tién di lai bang vé tau, xe hang ngdi mém va
phuong tién xe may, xe tho.

- Trudng hop di bing xe 6-td cia Cong ty, xe 6-td thué muon theo hop dong thi khong thanh toan
tién tau, xe, may bay

- Truong hop can thiét, giai quyét cong viéc gdp, quan trong ma thoi gian di tau, xe khong dam
bao (ngudi di cong tac khong du tiéu chun thanh toan vé may bay hoac khong thé mua duoc vé
theo hang quy dinh) thi tuy theo tinh hinh thuc té, hiéu qua cong viée, TGD c6 thé xem xét
quyét dinh phé duyét dong ¥ cho di cong tic bang phwong tién may bay hodc phwong tién khac
vuot hang quy dinh bang vin ban theo mau dinh kém quy dinh nay.

b/ Phu cdp lwu trii (phu cdp di dwong)

- Phu cép luu tra 13 nhim hé tro thém tién 4n, &, tiéu vit, phi phyc vu ... 6 mirc binh thuong trong
nhimg ngay di cong tac (khong c6 bia, rugu, chiéu dai, tiép khach, mua qua ...), tinh tir ngay bét
dau di cong tac cho dén khi vé dén noi di tinh theo Gidy di duong

- Phu cép luu tra chi dugc 4p dung trong truong hop ngudi duge ctr di cong tac theo Gidy gidi
thiéu hodc Gidy di duong do TGD hodc ngudi duge TGD uy quyén phé duyét di dén dia di€m
cach xa noi lam vi¢c tor 30Km trd 1€n va co xdac nhan cua noi dén cong tdac (dau cua co quan,
don vi lién h¢, khach san ¢ noi cong tac trong nudc hodc dau cua co quan xuat nhap canh trong
truong hop di cong tdc & nudc ngoai).

- Muc phu cip luu tra trong nuée quy dinh theo ngay nhu sau:

+ Phu cip luu tra tai cac TP tryc thude Trung wong: 100.000 d/ngudi/ngay

+ Phu cip luu tra tai cac tinh, thanh phd khac: 50.000 d/nguoi/ngay

- Muc phu cip luu tri ¢ nude ngoai quy dinh theo ngay nhu sau:

+ Phu cap luu tra & cac nude nhom 1: Muc A: 105 USD/nguoi/ngay
Muc B: 95 USD/ngudi/ngay
+ Phu cap luu trai & cac nude nhom 2: Muc A: 100 USD/nguoi/ngay
Muc B: 90 USD/ngudi/ngay
+ Phu cap luu tra & cac nude nhdém 3: Muc A: 85 USD/nguoi/ngay
Mtrc B: 75 USD/nguoi/ngay
+ Phu cap luu tra & cac nude nhom 4: Muc A: 75 USD/nguoi/ngay
Muc B: 65 USD/nguoi/ngay

+ Phuy cip luu trii & nuwdce ngoai duge thanh toan theo mau dinh kém quy dinh nay.

¢/ Tién thué ché 6:
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- CBNV di ¢éng tdc trong nuée chi dugc thanh toan tién thué chd ¢ noi dén cong tac voi muc toi
da theo quy dinh nhu sau:

Muc A:
+ Tiefrn ¢ tai cac TP tryc thu¢c Trung wong: 500.000 d/nguodi/ngay
+ Tién ¢ tai cac tinh, thanh pho khac: 300.000 d/nguodi/ngay
Muc B: i
+ Tién ¢ tai cac TP tryc thude Trung wong: 300.000 d/nguodi/ngay
+ Tién ¢ tai cac tinh, thanh pho khac: 150.000 d/ngudi/ngay

+ Truong hop di mot minh, doan c6 1¢ nguoi, khac gioi budc phai thué phong riéng, phong don (1
nguoi) thi dugce thanh todn mirc toi da nhu sau:

Mtc A:

* Tief:n 0 tai cac TP tryc thude Trung wong: 1.000.000 d/ngudi/phong/ngay
* Tién O tai cac tinh, thanh pho khac: 500.000 d/nguoi/phong/ngay

Miic B:

* Tién 0 tai cac TP tryc thudc Trung wong:  500.000 d/ngudi/phong/ngay
* Tién & tai cac tinh, thanh pho khac: 300.000 d/ngudi/phong/ngay

+ Truong hop dac biét phai thué chd & muc cao hon dinh mic trén thi phai dugc TGD dong ¥ thanh
todn theo hoa don thuc té hop ly, hop 1€.

+ Truong hop nguoi di cong tac ty thu xép dugc chd & (ngoai hé théng dich vu khach san, nha tro,
nha nghi ... ) ma van dam bao dugc hiu qua cong viéc thi duoc thanh toan murc khoan tu sap xeép
cho ¢ 1a 75.000d/nguodi/ngay

- Cac truong hop di cong tac di, vé trong ngdy hodc di duoc cong ty, don vi noi dén cong tac bd
tri cho ¢ thi khong ap dung thanh toan tién thué cho 6.

- CBNV di ¢éng tdic ¢ nuwde ngoai duoc thanh toan tién thué chd & theo hoa don ching tir hop 18,
phu hop voi thuc t€ tai noi cong tac & nudc ngoai va theo du toan dugc duyét.

d/ Tién khodn cong tac phi hang thing:

+ CBNV phai thuong xuyén di cong tac luu dong, quan hé¢ giao dich trong va ngoai tinh/TP dudi
30km/ngay va trén 15ngay/thang (ma khong thanh toan phu cap di duong theo ngay dugc quy dinh
tai diém b muc 4.2.2) thi dugc thanh toan tién khoan cong tac phi hang thang t6i da khong qua
200.000 d/nguoi/thang dé chi tiéu cho hao mon xe, nhién liéu, phi giir xe ... cuia c& nhan.

+ Dbi tuong dugc thanh toan tién khoan cong tac phi hang thang va muc tién khoan cu thé do TGD
hodc nguoi dugc TGD uy quyén quyét dinh phé duyét thanh toan theo ting thang bang van ban
theo mau dinh kém.

7|



QUY PINH CHE DO Ma tai liéu: HC - 12
A , A , " , Phién ban: Ver 5.0
CONG TAC, CONG TAC PHi N

e/ Cdc khodn phi, 1é phi khéc theo thong 1é quéc té (trudng hop di cong tac & nudc ngoai) dugc
thanh toan theo hoa don ching tir hop I¢, phu hop véi thuc t€ tai noi cong tac

V/BIEU MAU KEM THEO:

1. Gidy dé nghi di cong tic mi s6: HC — 12 - BM01
2. Gidy gidi thiéu ma s6: HC — 12 - BM02

3. K¢ hoach di cong tac ma s6: HC — 12 — BM03

4. Bang xac I}hén cong tac ma s6: HC — 12 — BM04

5. Béo cdo két qua cong tac ma so: HC — 12 — BM05

6. Bang keé thanh toan cong tac phi ma so: HC — 12 — BM06

7. Bang ké phu cap luu tri & nude ngoai ma s6: HC — 12 - BM07

8. To trinh cong tac phi vuot khung hang ma s0: HC — 12 — BMO08
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