TCVN ISO 9001 HD-HC-08

_ QUIDPINHCONGTACPHI
VA THANH TOAN CHI PHI CONG TAC

BAVICO "o - "HDHC-08 | Lan hicu chinh: 01 ] Lin ban hanh: 02| Neay ban hanh: 01/07/2011
Nguwoi hiéu chinh: Nguwoi xem xét: Nguwoi duyét:
GDNS: Triwong Vin Todn GPTC: L Honh Cuw TGD: Gregory Luka James

. MUC DiCH. ’ ’
- Nham muyc dich dinh mirc cong tac phi do6i vdi tat ca can bg, cong nhén vién (CB-CNV) dang
lam viéc tai Cong Ty BAVICO - JSC, dugc ctr di cong tac trong nudce va ngoai nudc (n€u co).

II. PHAM VI AP DUNG.
- Qui dinh nay duoc ap dung cho tit ca CB-CNV dang lam viéc tai ft ca cac Nha may va chi
nhanh tryc thuoc Cong ty BAVICO.
- Dbi voi mot sb truong hop dac biét, ché do cong tac phi va cac trg cép c6 thé duoc ap dung
theo cac quy dinh khac do Ban Tong Giam Ddc ban hanh vu thé tai timg thoi diém phat sinh.

. TAI LIEU THAM KHAO.
- Tham quyén phé duy¢t ban hanh ngay 04 thang 01 nam 2011

IV. DINH NGHIA.
Cong tac phi bao gdm cac loai chi phi thudng xuyén va phd bién sau day:

1. “Chi phi di lai” 13 khoan tién chi mua vé may bay, vé tau, vé xe, tién thué phuong tién di
lai va cac khoan chi phi hop 1€ khac phuc vu cho nhu cau cong tac.

2. “Chi phi luu tri” la tién thu phong khach san, nha tro (khéng bao gdm cac dich vu cua
khach san cung cap) doi véi nhitng truong hop di cong tac tir 01 ngay trd 1€n, khong ké thoi
gian di trén may bay, tau Itra, cdc phuong tién di lai khéc trong thoi gian di cong téc.

3. “Céng tac phi” La khoan chi phi quy dinh thong nhat cho can bd nhan vién Cong ty duoc
phép str dung, chi ti€u dé phuc vu cho qua tfnh sinh hoat hang ngay trong thoi gian di cong
tac.

4. “Chi phi giao dich” 13 khoan chi phi chiéu dai déi tac, khach moi cia Cong Ty.

5. “Chi phi khac” 1a cac khoan chi phi cho viéc gui Fax, internet, thu tir vi muc dich cong
viéc, chi phi in an, sao chup tai li€u phuc vu cho chuyén di cong tac.

V.  NOI DUNG.
1. QUY DINH CHUNG.

4.1  Khi di cong tac xa phai st dung phiéu dé xuit (Biéu miu BM-02/HC-05), c6 chit ky cua
Phy trach bd phan va phé duyét ciia Tong Giam Pdc (hodc giam dbc khdi duoc phan quyén
ky duyét). Ché do cong tac phi chi duoc thanh toan khi c6 day du ching tir hop 16: Héa don,
vé tau xe,... Phiéu x4c nhan cong tic va dugc thanh toan ngay sau khi két thuc dot cong tac.
Truong hop tam ung chi phi trude khi di cong tac th phai thuc hién day du cac thu tuc thanh
toan hoan tam tmg cho ké toan Cong ty theo quy dinh.

42 Khi nghi qua dém tai Khach san, Nha nghi: Cac Gidm Ddc, cac Trudng phong ¢4 tiéu chuan
nghi 01 phong riéng, cac doi twong khac khi di cong tac nghi tai khach san theo tiéu chuan
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02 ngudi 01 phong, trir trudng hop di 1¢ hodc sau khi bd tri con thira 01 nam, 01 nit phai bb
tri phong riéng.

43 Céc truong hop khong duge hudng cong tac phi theo qui dinh nay:
Chi phi thudc pham vi cac khoan phu, tro cap da ¢ trong luong hay tra nhu luong.
b. Nhing ngay nghi lam viéc riéng trong thoi gian cong tac hoac thoi gian luu tru tai noi
cong tac nhung khong phai phuc vu cho muc dich chuyén cong tac.
c. Nhitng ngay hoc & truong, 16p ddo tao tap trung dai han, ngin han do Cong ty cu di.

Riéng nhirng ngay dugc Cong ty giao nhiém vu thudng tra tai mot s6 Pia phuong hoic
co quan khac s& dugc xem xét giai quyét trong ting trudng hop cu thé.

d. Dbi v6i CB-CNV thudc cac BO phan c6 nhiém vy phai lam viéc thuong xuyén tai dja
ban ngoai Tinh - Thanh phdé ma Cong ty c6 vin phong lam viéc di duoc bao dam cac
chi phi trong chuyén cong tac, cic truong hop nay sé dugc xac dinh phu cép thém trong
lwong tiy vao ting truong hop cu thé.

e. CB-CNV dugc phan chia thanh cac cap dé xac dinh pham vi st dung cac diéu kién cong
tac nhu dudi day:

CAP 1 2 3 4
Déi tugng | - Ban Tong giam doc - - Cac Truong, |To6 truongva | - Nhén vién,
- Cac Gidm Doc khoi. | Pho phong va tuong duong. |- Taixé
- Khéch cua Cty. tuong duong.
(Bang 1)

2. QUY PINH CHE PO CONG TAC TRONG NUOC.
2.1. Phuong tién di chuyén.

a. Cac phong ban khi can thiét phai ctir Can bo, nhan vién di cong tac c6 thé wu tién st dung
phuong tién xe Cong ty, tuy nhién khi khong thé bd tri dwoc nhitng phuong tién khac cé thé sir
dung nhu xe gin mdy ca nhan, phuong tién giao thong cong cong, nhhu: Taxi, xe khach, xe lia,
may bay... tuy vao quing duong va mirc d§ cap bach cua chuyén di. ‘Riéng phuong tién may
bay tiy theo yéu cau cong viée cu thé do cac Giam Pdc khdi cé du tham quyen truc tiép quyét
dinh. Cac phuong ti¢n thong thuong duoc ap dung trong bang 2 dudi day:

o A A A £ Puogc ap
Phwong tién Cap1 Cap 2 Cap 3 Cap 4 S e

01 [ Xe con Cong ty Ap dung Khong ap dung Tl;ll?;g t?éljn
02 | Xe con, taxi thué€ ngoai Ap dung Khoéng ap dung Tﬁ%ﬁgcggp
03 | Xe lira ndim mém Ap dung
04 | Xe khach chat Iuong cao Ap dung

Xe gan may thué ngay:
05| 100,000 d/ngay. Ap dung

Di chuyén tir nha ra Ga-Bén xe va
06 [ ngugc lai: (Tuy theo tinh hinh thyc Ap dung

t€ ¢co thé di xe 6m, taxi...).
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Phugng tién ca nhan: Truone ho
07 |- Tién xang: 1.200d/km. Ap dung kh‘gn C% P
_ Tién giri xe: 3.000 d/lan. P
(Bang 2)

b. Chung tir thanh toan yéu cau:

Cho phuong tién: May bay, taxi, xe Itra, xe khach chét lugng cao, xe buyt 1a cac loai vé thong
hanh hgp 1€ cho ching tir thanh toan.
Chi phi thué khach san, xe con thué ngoai vv... ching tir hop 1 cho viéc thanh toan 1a cac hoa

don do (invoices)

Riéng xe gin may thué ngiy, xe om va cac truong hop khong c6 hoa don do thi phai c6 bién
nhan ctua nguoi cho thué (thé hién rdo: Nguoi cho thué, bién s6 xe dang ky, thoi gian, dia ban,
tién thué... va ky, ghi rd ho tén).

2.2. Pinh mirc lwu tri, sinh hoat: Téi da trong bang 3 nhu sau:

Thoi gian Cép
STT | Luu tru, sinh hoat , ,( ,( = ,{
’ : luu tr Cap 1 Cap 2 Cap 3 Cap 4
<06 ngay 500.000d/ngay | 400.000d/ngay | 300.000d/ngay [ 250.000d/ngay
Noi lwu tra khi ]
phai ¢ qua dém, Tir 07 dén \ \ 5 5
01 ngoai dja ban lam dudi 30 500.000d/ngay | 400.000d/ngay | 250.000 d/ngay | 200.000 d/ngay
viéc thwdng xuyén:
~30 ned Cong ty thué nha ¢ hogc dugc duyét mot khoan chi phi cu thé theo ké
- gay hoach du kién cho chuyén cong tac tai thoi dieém thyc hién.
<06 ngay 200.000d/ngay | 150.000 d/ngay | 100.000d/ngay | 100.000 d/ngay
Sinh hoat phi, T 07 dé
02 | ngoai dia ban lam du“ 3Oen 180.000 d/ngay | 130.000 d/ngay | 80.000d/ngay 80.000 d/ngay
viéc thwong xuyén: ot
Giam ddc khéi xem xét va dé tinh ,
>30 ngay Téng giam ddc duyét cu thé theo Bugc tinh nhu sau:
- S SO SN (Lwong co ban + phu cap) x 50%
yéu cau cua tirng chuyén cong tac.
(Bang 3)
2.3. Tiép khach.

3.2

Khi ¢6 nhu cau tiép khach néu vuot tham quyén thi ngudi tiép khach phai xin y kién chap thuan
ctia Giam Pdc cip trén trudc bang phiéu dé xuat (Biéu mau BM-02/HC-05). Trong trudng hop
dot xuat co thé thong tin bang dién thoai, e-mail nhung sau d6 phai c6 phiéu dé xuit b sung.
Phai du toan trude mirc chi phi va dugc Tong Giam Ddc duyét. Cong ty s& thanh toan theo mirc
thuc chi nhung khong vuot qua muc du toan.

Lai xe khi dua Giam Ddc di cong tac, du chiéu dai budi tbi (sau 20 gid ti) thi dugc bdi dudng
70.000 ddng/ lan (khi & lai bén ngoai giit xe va khong tham du), khong ap dung néu trong
chuyén cong tac nhiéu ngdy. Néu noi luwu trii trong dia ban lam vigc thwong xuyén s& duoc
cong ty lién hé dat noi luu tra chi dinh va dugc ap dung sinh hoat phi theo bang 3.

3. QUY PINH CHE PO PI CONG TAC NUOC NGOAL

3.1. Khi dugc cong ty cir di cong tic Nudc ngodi, ca nhan phai tiét kiém t6i da, chon chd phong

nghi & noi gan chd lam viéc nhat dé tiét kiém chi phi di lai. An ung binh dan.

M&i ca nhan s& duoc phu cip 20 USD tién tiéu vat cho 01 ngay. Con lai cac khoan chi phi
khéc theo lich tinh Cong tac s€ dugc thanh toan theo thuc chi, nhu: V¢ xe, vé may bay, khach

san, tién an ...
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4. PHE DUYET VA HIEU LUC.

4.1. Cac khoan chi ngoai quy ché nay déu phai dugc Tong Giam Pdc hodc ngudi duoc uy quyén
phé duyét méi dugc thanh toan. Moi khoan chi trai voi qui ché nay déu khong dugc xem 1a
hop 1€, nguoi chi phai chiu trach nhiém thanh todn va ngudi duyét chi phai chiu trach nhiém
bdi thuong.

4.2. Qui dinh nay dugc ap dung ké tir ngay 01 thang 07 nam 2011 cac van ban vé ché d6 cong tac
da phat hanh c6é ndi dung khac qui dinh nay déu khong con hiéu luc.
VI. PHU LUC/BIEU MAU.

1. Phiu dé xuat BM: 02/HC-05
2. Phiu cong tac BM: 03/HC-05

PHIEU DE XUAT
(REQUEST FORM)
BAVICO Sé: BM-02/HC-05 Lan hiéu chinh: 01 Ngay ban hanh: 01/01/2011
Ngay (Date):
Nhan vién (Employee): MSNYV (Employee code):
Chure vu (Position): Phong ban (Department):

Kinh dé xuit lanh dao duyét (Please kindly consider the following request):

Ly do dé xuat (Reason for request):

Yéu ciu boi (Requested by): Xem xét boi (Approved by): Xét duyét boi (Approved by):
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BANG QUYET TOAN CHI PHi CONG TAC

BAVICO
S6: BM-04/HC-05 Lan hiéu chinh: 00 Ngay ban hanh: 01/07/2011
Ho&tén) :oovoiiiiiiii Chlic VU .. Bophan ...................
(Full name (Job titles): (Dept)
Stt Noi dung Pvt | SO lwong Chi phi Thanh tién Ghi chu

1 Chi phi thué khach san | Pém

2 Chi phi di taxi

3 Chi phi sinh hoat, an Ngay
uong theo quy dinh
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Ngudi lap Trudng bd phan Giam doc b phan duyét
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PHIEU CONG TAC (BUSINESS TRIF

Month /20

BAVICO Number: BM-03/HC-05 Time of amendment: 01 I
Employee’s full name: Employee
Code: Department:
Thoi gian (Time) S6
Ngay (Date) | Bitdiu | Két thic MO TA CONG VIEC (JOB DESCRIPTION) Ngay t
(Beginning)]  (End) Weel
Made by:
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