TAP POAN CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh Phuc

Tp. Viing Tau, ngay thang  nam 20... .

QUY CHE
PHAN PHOI TIEN LUONG - TIEN THUONG
AAAAAAAAAAAAAAAAAAAAA
(Ban hanh kém theo Quyét dinh s6/  OD-VTT-TC, ngay ~ /  /20...)

Chuong I
QUY PINH CHUNG

Piéu 1. Pham vi va ddi twong ap dung

Quy ché nay quy dinh viéc phan phdi tién luong, tién thudng cho can bd nhan
vién (CBNV) lam viéc tai AAAAAAA theo hop dong lao dong.

Nhitng van dé khong dugc quy dinh trong quy ché nay duong nhién dugc ap
dung theo BO Luat lao dong, cac van ban dudi luat hién hanh, cdc van ban hudng dan
cua AAAAAAAAAAA.

Pic¢u 2. Nguyén tic phin phéi tién lwong, tién thuong

2.1. Tién luong tra cho CBNV khéng thap hon muc lwong tdi thiéu hién hanh cta
Nha nudc;

2.2. Thyc hién phan phdi theo lao dong. Tién luong, tién thudng phu thude vao
murc do hoan thanh nhi€ém vu céng tac cua ting CBNV, tung don vi truc thudc va két
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quéa hoat dong ciia AAAAAA. Khuyén khich tra luong thoa dang d6i véi nguoi ¢ tai,
c6 trinh d§ chuyén mon, ky thudt, ning suat lao dong cao, dong gop nhiéu cho
AAAAAA,

2.3. Quy ché phén phdi ti;én lwong, tién thuong dugc xdy dung trén co s0 ¢ su
tham gia cua dai dién Ban chap hanh coéng doan cung cap, dong thoi ph6 bién dén
nguoi lao dong dé cung tham gia va phai c6 nghia vu thyc hién.

Diéu 3. Co sé xay dung quy ché

3.1. BO luat Lao dong ngay 23/6/1994; Luat sira d6i, b sung mot s diéu ciia Bo
luat Lao dong ngay 02/4/2002 va ngay 29/6/2006;

3.2. Can cu nghi dinh s6 141/2007/ND-CP ngay 05/9/2007 cta Thu tuéng chinh
phu vé quy dinh ché d¢ tién luong do6i voi cong ty me do Nha nude lam chu s¢ hitu va
cac cong ty con trong tdp doan kinh té va thong tu hudng dan so
19/2007/TT-BLDTBXH ngay 04/10/2007 ctia B Lao dong-Thuong binh & Xa hdi;

3.3. Piac diém to churc bd may va tinh hinh kinh doanh cia AAAAAA.

Piéu 4. Nguon hinh thanh quy tién lwong, tién thuwéng

4.1. Nguodn quy tién luong cia AAAAAA 1a tong tién luong kinh doanh dich vu
vién thong va cong ngh¢ thong tin do Tap doan Buu chinh Vién thong Viét Nam giao
trén co s& don gia tién luong va ké hoach san xuit kinh doanh thyuc hién trong nam ké
hoach.

4.2. Nguon quy tién thudng ctia AAAAAA do Tap doan Buu chinh Vién thong
Viét Nam duyét trén co s& quyét todn tai chinh hang nam va lgi nhuan dat duoc.

Pi¢u 5. Phan bd va sir dung quy tién lwong

Hang nam, quy tién lwvong xéc dinh tai diéu 4 dugc phan b6 nhu sau:

5.1. Trich t6i da 10% quy tién lwong ké hoach 1ap quy lwong du phong nham dam
bao 6n dinh thu nhép tién luong cua CBNV; thu hut nguoi lao dong c6 trinh do chuyén
mon, nghé cao va khuyén khich cac don vi trong vié¢c thuc hién ké hoach san xuat kinh
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doanh; trd cong cho lao dong thoi vu va thué ngoai;

5.2. Quy tién luwong con lai dung d€ phan phoi dén cac don vi va ca nhan theo
nang suat, chat lugng va hi¢u qua cong viéc;

~5.3. Quy luong du phong néu con thira s& duge phan phdi hét cho CBNV sau khi
quye€t toan nam tai chinh.

Chuong 11
PHUONG PHAP PHAN PHOI TIEN LUONG
Diéu 6. Phan phdi quy tién lwong ké hoach cho tip thé

Quy tién luong ké hoach dugc chia (con lai sau khi da trich 1ap dy phong) dugc
phan phan phdi dén cic don vi truc thudc theo vi tri cong viéc va muc tiéu san xuat
kinh doanh. Cu thé:

L. —
QL,, = 2Lxe o TH, (i=1+n)
S
i=1
Trong do:

QL 13 quy tién luong ké hoach trong nim (Ung v6i muyc tiéu san xut
kinh doanh dugc giao) cua don vi thi i;
QL 1a quy luong ké hoach duoc chia (sau khi da trich lap du phong)
trong nam cua AAAAAA;
TH; la tong hé sb lwong chirc danh cia CBNV thudc don vi tht j;
n  1asddon vi tryc thugc AAAAAA.
Piéu 7. Xac dinh quy lwong thye té ciia don vi, b phan
7.1. Xdc dinh quy luwong cua don vi truc thugc AAAAAA
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Quy luong thuc té cua don vi duoc xac dinh theo muc do thuc hién muc
tiéu ke hoach, nang suat, chat lugng cua don vi d6. Cong thirc xac dinh:

QL; =QL; xI,

Trong do:
QL, la quy tién luong cua don vi thir i trong ky;
QL,; la quy tién luong ké hoach trong ky (img v6i muc tiéu san xuat kinh
doanh dugc giao) ciia don vi thu 1;
I, 12 hé s hoan thanh nhiém vu trong ky cua don vi 1 (Phu luc 2).
7.2. Xdc dinh quy luwong ciia by phdn truc thudc don vi
DPdi véi cac don vi co giao muc ti€u dén bo phan truc thudc thi trén co so
quy luong cua don vi, truong don vi co trach nhiém danh gia muc d6 hoan thanh
nhiém vu cong tac cda tung b phén lam co s¢ dé xac dinh quy lvong cho tung bd
phan thugc pham vi quan ly. Cong thirc xac dinh:
QL c _Tam
QL = xTH; xI;, (j=1+m)
> TH, x1I,
i=1
Trong do:
QLgp; laquy tién lwong thyc té trong ky ctia bd phén thu j;
QL 1a qu¥ tién lwong thuc té cua don vi trong ky;
TH;, 1la té)ng hé s6 lvong chtrc danh cua b phan thtr 1 thudc don vi;
I, 13 hé s6 hoan thanh nhiém vy ctia bd phan thir i thudc don vi;
m la té)ng s6 bo phan thudc don vi.
Pi¢u 8. Phan phi tién lwong cho ca nhan CBNV
Tién lwong thuc té cia CBNV dugc xéac dinh cin cir vao quy luong thuc té cia
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don vi/ bo phan, hé ) luong chtrc danh, ngay cong thuc té va mirc d6 hoan thanh
nhi¢m vu cua ttng CBNV. Cong thuc tinh:
L
TL, =— Q xH, xN, xK,
> H, xN, xK,

i=1

Trong do:

TL, 1la tién lvong thuc té cia CBNV tht k;

QL 1a quy luvong thuc té ctia bd phan/don vi;

H; 1a hé sb luong chic danh ciia CBNV thir i (Phu luc 1);

N; 1a ngay cong thuc té cia CBNV thir i;

K, la hé s6 hoan thanh nhiém vu ctia CBNV thtr i (Phu luc 2);
L

la téng lao dong cta bd phan/don vi.

Trang 5

* lim o
91Hn Thdng B a Ria Wing Tau

Ky Ol méac
. 91t Thing
BA Ria- Viing Tau
JKzng
JKzng JKzng 3Kzng
. o finn] | T8 Chie | [*BGRE| | - aRin | | chayen omo2 | | ohu T
CanBd i TKang Ké Vién 5
- 4Xm W Lao Béng Doa¥:iTlep 7ji Chanh Ich Ya =D CB
E_2
222
P55
k]
= x
=
L
— P F
F
2
oo
Eits
2L o
sfcw
=@
E Rz




Piéu 9. Tién lwong lam thém gid va tra thém Kkhi lam viéc viao ban dém
9.1.  Tién lwong lam thém gio

Tién luong lam thém gid chi thanh toan khi c6 sy ¢d xay ra dot xuat ( Nhu bao
lut, hoa hoan, thién tai dich hoa, ...) va phai dugc Giam dbc AAAAAA phé duyét. Muc
chi tra theo Quy dinh ctia phap luat lao dong hién hanh ( Bang 150% néu lam thém vao
ngay thuong, bang 200% néu lam thém vao ngdy nghi hang tuan, bang 300% néu lam
thém vao ngay 18, tét ). Khoan tién luong 1am thém gid s& do Phong Ké toan-Théng
ké-Tai chinh AAAAAA hach toan. Cac don vi chi hg AAAAAA khi dugc phé duyét
thanh toan.

Phu cip thuong truc thém gio 4p dung ddi v6i nhimg noi c6 khdi luong cong
viéc ban dém hodc ngoai gid it nhu cac téng dai vé tinh, 119, dién bao hé 1... thi ngoai
thoi gian lam viéc theo ca quy dinh con c¢6 nhi¢m vu thuong truc thém gio khong nghi
bt ma huéng ché d6 phu cap thuong truc thém gid theo cong van s6 1816/TCCB ngay
14/4/1999 cua Tap doan BCVT Vi¢t Nam.

Truong hop cac chirc danh tng clru thong tin thi khong dugc huong tién luong
thém gio khi giai quyét cac su cd dot xudt xay ra.

9.2, Tién lwong trd thém khi lam viéc vao ban dém

CBNV lam viéc vao ban dém (tu 22gio00 dén 6g00 sang hom sau) duoc chi tra
thém tién luvong it nhat bang 30% tién luong lam viéc vao ban ngay.

Pi¢u 10. Mot sé quy dinh lién quan dén thu nhiap khac

10.1. Nhiing ngay nghi hoac khong tham gia lam vi¢c dugc hudng nguyén
luong ap dung cho nhirng trudong hop sau:

10.1.1. Nhimng ngay nghi viéc riéng c6 hudng luong theo quy dinh cua Bo
Luat lao dong nhu: Ban than két hon (nghi 03 ngay); Con két hon (nghi 01 ngay); B6
me (cd bén vo hodc bén chong) chét, vo hodc chdng chét, con chét (nghi 3 ngay);

10.1.2. Nhitng ngay di tdp huan nghiép vy, di tham quan, tham gia cac
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phong trao dugc 1anh dao AAAAAA cu di néu hoan thanh nhiém vu.
10.2. Nhimng ngdy nghi phép niam, nghi 18 tét dugc huong 100% luong chirc
danh cong viéc.
10.3. Nhiing ngay nghi hodc khong tham gia lam viéc khac:
10.3.1. CBNV nghi thai san theo ché do con thir nhat, thir hai thi dugc hd
trg tor quy luong dy phong la 1.000.000 dong (Mot tri€u dong) cho moi thang nghi

sinh theo ché d6. Néu di lam sém hon so véi thoi gian quy dinh nghi thai san thi s&
khong duoc hd trg cho nhung thang da di lam thuyc té;

10.3.2. CBNV 6m dau dai ngay, con 6m me nghi (trén 20 ngay trong mot
thang) thi dugc ho tro tr quy tién luong du phong 1a 500.000d/thang;

10.3.3. CBNV di hoc theo hinh thuc tap trung dai han, vira lam vira th thi
thot gian di hoc khong duoc hudng luong va mirc ho trg duge quy dinh cu thé trong
quyét dinh cu di hoc cua Giam doc AAAAAA.

10.4. Cac quy dinh khac:

10.4.1. CBNV chuyén cong tac giita cac don vi hach toan phu thu¢c trong
noi bo Tap doan thi dugc tra luong, thuong dén thoi diém chuyén cong tac va cac
khoan bé sung khac cua thoi gian trudce khi chuyén (néu ¢o);

10.4.2. CBNV chuyén cong tic ra ngoai Tap doan, cham dut Hop dong lao
dong, nghi viéc do bi ky luat thi dugc tra luong, thuong dén thoi di€ém nghi theo quy
dinh va khong dugc huong cac khoan luong, thuong bo sung khac sau thoi diém nghi
(néu co);

10.4.3. CBNV nghi huu khi dén tu6i theo quy dinh thi thoi gian nghi cho

ché d6 Huu tri (03 thang) duogc huong luong, thuong nhu thoi gian dang cong tac va
duoc hudng cac khoan lwong thuéng bd sung khac (néu co).

Pi¢u 11. Thanh toan tién lwong
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11.1 Cén cir tinh hinh séan xuét kinh doanh timg thoi diém cu thé, AAAAAA trich
trudc it nhat bang 80% quy tién lwong ké hoach dé chi tra tién luong hang thang cho
CBNV.

11.2 CBNV dugc thanh toan toan tién lwong 02 1an mdi thang, theo bang chim
cong va h¢ s6 hoan thanh nhiém vu ting CBNV (K,).

- Lafm 1 vao 20 cua thang thanh toan.
- Lan 2 vao ngay 5 cua thang sau lién ké.
11.3 Tién lwong cua thang nao dwoc thanh toan theo ngdy cong cia thang do
(khong thanh toan géi dau).

11.4 Quy tién luong duoc quyet toan vao cudi nam ké hoach theo mirc d6 hoan
thanh cac muc tiéu ké hoach, ning suat, chit lvgng trong nim.

Chuong 111
PHUONG PHAP PHAN PHOI TIEN THUONG

Pi¢u 12. Phan phdi tién thuwéng tir ngudn tién thwéng ciia AAAAAA

Can ctr dac diém, tinh hinh san xuét kinh doanh cua AAAAAA va thanh tich
cong tac cua Tap thé va ca nhan CBNV tung thoi ky cu thé Gidm doc c6 hinh thirc
khen thudéng phu hop.

Diéu 13. Phin phdi tién thwéng tir ngudn tién thwéng cia Tap doan

_15.1. Truong hop Tap doan quy dinh luén muc tién thuong hodc cach phan phdi

tién thudng thi thuc hién theo quy dinh cua Tap doan.

15.2. Truong hop Téap doan giao quyén chu dong phan phéi quy tién thuéng cho
AAAAAA thi thyc hién theo quyét dinh cua Giam doc AAAAAA tuy theo muc dich
cua quy tién thudng.
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Chuwong IV
TO CHUC THUC HIEN

Pi¢u 14. Trach nhi¢m t6 chirc thue hi¢n

14.1. Phong T6 chirc Can bo-LD chiu trach nhiém trién khai, huéng dan thyc
hién Quy ché nay dén cac don vi tryc thudc;

14.2. Truong cac don vi tryc thudc trién khai ddy di ndi dung Quy ché nay dén
tung CBNV. Giao muc ti€u va to chirc déu}h gia xac dinh hé s6 hoan thanh nhiém vu
cua CBNV thugc don vi, gui vé phong K& toan-Thong ké-Tai chinh lam co s¢ thanh
toan tién luong/tién thudéng cho CBNV;

14.3. Phong Ké hoach kinh doanh chiu trach nhiém tham muu giup Giam ddc
AAAAAA giao myc tiéu va danh gia thanh tich cong tac cac don vi tryc thudc. Dong
thot, phoi hop cung véi1 Phong To chirc Can bo-LD dé giao quy luong ké hoach hang
nam cho céc don vi truc thudc;

14.4. Phong Ké toan-Thong ké-Tai chinh phdi ‘hop vo1 phong T6 chuc Can
bo-LDTL tinh toan cac khoan phai ngp cuia CBNV dé khau trr vao tién lwong hang
thang va cudi nam. Cu thé:

- Céc khoan tién theo quy dinh hién hanh ciia Nha nudc gom:
+ B4o hiém x4 hoi, y té va that nghi¢p;
ot Thué thu nhap ca nhan thong qua tam tinh dé khiu trir hang thang va
quyet toan vao ky trd luong cudi cung trong ndm.
- Cac khoan tién khau trir khac.

14.5. Phong Ké toan-Thong ké-Tai chinh phdi hop voi phong T chirc Céan
bo-LDTL thyc hién viéc tra luong, trd thuéng diung theo cac ndi dung quy dinh trong
quy ché nay;

14.6. Truong hop chi thudng tir quy luong can ctr vao danh sach da dugc Giam
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déc AAAAAA phé duyét, cac don vi tir chi va hach toan vao quy tién luong chung cua
AAAAAA, dong thoi phai hach toan dé tinh thué thu nhap.

Diéu 15. Ban hanh kém theo quy ché nay gom:

- Phu lyc 1. Hé thdng thang bang lwong theo chirc danh cong viéc va phu cap;

- Phu luc 2. Phuong phap giao muc ti€u va danh gia thanh tich cong tac cua tap

thé va c4 nhan trong AAAAAA.

Piéu 16. Trong qua trinh thyc hiénqnéu c6 van dé gi phat sinh hodc chua phu
hop, cac don vi goi kién nghi vé phong T6 chirc Can bo-LD dé tép hop trinh lanh dao
xem xét, quyét dinh./.

* lim Gax:

91Hn Thdng B a Ria Wing Tau

GIAM POC
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PHU LUC 1

HE THONG THANG BANG LUONG THEO CHUC DANH CONG VIEC
VA PHU CAP

(Ban hanh kém theo Quyét dinh s6 ...../OD-............., ngay ....../...../2010)

Bing 1.1: BANG HE SO LUONG THEO CHUC DANH CONG VIEC

H¢ s6 lwong Bic
Neach| Ny 6m chire danh cong viéce - Chid:
lwong 1 2 3 4 5
1 | Giam déc AAAAAA 25,00 | 30,00| 36,00
2 | Phé Giam déc AAAAAA 19,81 | 23,77| 28,52
K¢é toan truong kiém TP.
3 KT-TK-TC 16,88 | 20,26 24,31
4 | Truéng don vi nhém 1 14,02 | 15,42 16,96| 19,00| 21,28
5 | Pho Truéng don vi nhém 1 10,10 | 11,51 13,12] 14,83 | 16,61
o | K¢ todntruongdonvitructhude | ¢ gg | 1095 | 1160| 1321 14.80
nhém 1
7 | Truong don vi nhom 2 12,88 | 14,17| 15,59| 17,46 | 19,56
8 | Pho Truong don vi nhém 2 9,40 | 10,72 12,22 13,81 | 1547
o |Ketodn truong donvitryethuoe | ¢ o1 | 13| 1041 | 11,76| 13.17
nhém 2
10 | Truéng don vi nhém 3 10,67 | 11,74| 12,91 | 14,46| 16,20
11 | Phé Truéng don vi nhom 3 827 943 10,75| 12,15| 13,61
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1o |Ke toantruong donvitrye thude | )| gyl 90g| 1049 1175
nhém 3
13 | Vién chirc nhom 1 518 591 674 7.62| 853
14 | Vién chtrc nhom 2 350 | 4,03| 463| 532| 612
15 | Vién chirc nhom 3 251 2,89 332| 3.82| 439
16 | Vién chirc nhom 4 236 271 3,02| 359 413
17 | Cong nhan ky thuat nhom 1 3,45 3,93 4.48 5,06 5,67
18 | Cong nhan k§ thuat nhom 2 251 2589 332| 3.82| 439
19 | NY phuc vy, Cham soc cay 1,00 128| 1.61| 196| 235
kiéng
Trang 12
91Hn Thﬁr:g“Bn; Ela:: Wiing Tau
|A
JHrO LI mCac
BA 3‘;2"_?5.?{;91 au
[ I I [ |
ene || s | | e | e | | 26 Jeng || oaen
§zf
—1 P55
e
eE*EG
L | T E@m
E Rz




Bing 1.2: BANG MUC LUONG THEO CHUC DANH CONG VIEC
Pon vi: 1.000 dong

Murc lwong tbi thiéu ap dung: 1.200.000 dong

Hé s6 lwong Bac

nglfh Nhom chire danh cong viéc
wong 1 2 3 4 5
1 | Gidm déc AAAAAA 30.000{36.000[43.200
2 | Pho Gidm dbc AAAAAA 23.772|28.524|34.224
3 | Ké toan trung kiém TP. KT-TK-TC | 20.256|24.312/29.172
4 | Truong don vi nhom 1 16.824]18.504|20.352|22.800| 25.536
5 | Ph6 Truéng don vi nhom 1 12.120]13.812[15.744| 17.796| 19.932
¢ | toan truong don vi trye thube 10.788]12.300(14.028| 15.852| 17.760
nhom 1
7 | Truéng don vi nhom 2 15.456|17.004|18.708|20.952| 23.472
8 | Pho Truong don vi nhom 2 11.280|12.864|14.664| 16.572| 18.564
g |Ke toan truong don vi tryc thude 9.612|10.956|12.492| 14.112| 15.804
nhém 2
10 | Truong don vi nhom 3 12.804]14.088[15.492| 17.352| 19.440
11 | Pho Truong don vi nhom 3 9.924(11.316(12.900| 14.580| 16.332
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12 fféﬁé;ltméng don vi trye thuge 8.568| 9.768[11.136/12.588 14.100
13 | Vién chtrc nhom 1 6.216| 7.092| 8.088| 9.144| 10.236
14 | Vién chirc nhom 2 4200| 4.836| 5.556| 6.384| 7.344
15 | Vién chirc nhom 3 3.012| 3.468| 3.984| 4.584| 5268
16 | Vién chirc nhom 4 2.832| 3.252| 3.744| 4308 4.956
17 | Cong nhén k§ thuat nhém 1 4.140| 4.716| 5.376| 6.072| 6.804
18 | Cong nhan k§ thuat nhom 2 3.012| 3.468| 3.984| 4.584] 5268
19 | NV phuc vu, Cham séc ciy kiéng 1.200| 1.536| 1.932| 2.352| 2.820

Ghi chii: Truong hop dic biét, dé thu hat va gitr chan nguoi lao dong co trinh do
chuyén mén, kinh nghiém cao thi Giam doc AAAAAA quyét dinh muc luvong nhung
khong vuot qua 2 1an so vdi bac luong cao nhat cung ngach twong img.

Trang 14
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Bing 1.3: BANG HE SO PHU CAP

TT Chirc danh Hé s6 phu cép
1 | Truwéng bo phan
1.1 | Truong dai 1,00
T6 trudng (T6 cb tir 20 1d tro 1én);
1.2 7 L . A 0,80
Tram trudng (Tram c6 tir 10 1d trd 1€n)
3 T6 trudng (TH co tir 10-19 1d); 0.60
" | Tram truong (Tram c6 duéi 10 1d) ’
1.4 | T6 truéng (TH co dudi 10 1d) 0,40
1.5 | T6 trudng t6 quan Iy 0,40
2 | Phé truéng by phan
2.1 | Pho dai 0,70
T6 pho (T6 c6 tir 20 1d tro 1én);
’7 op o(’ocotu: O (‘itro en),? ) 0.50
Tram phé (Tram co tir 10 1d tro 1€n)
T6 phé (T6 6 tir 10-19 1d);
’3 op 0(’ocotu’ ,O 9’.d), 0.30
Tram ph6 (Tram c6 dudi 10 1d)
T6 pho (T6 c6 dudi 10 1d);
)4 OP o ( f)codum d); 0.20
Nhom truong
2.5 | T6 pho to quan 1y 0,15
Ghi chu:
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- Truong hop CBNV kiém nhi¢m nhiéu chirc vu chuyén mon, thi chi dugc hudng

hé so kiém nhiém cao nhat;

- Cac murc phu cdp nay duoc cong v6i hé sé lwong dé tinh, tra lwong cho CBNV

theo cong viéc dam nhiém va mirc luong t6i thiéu doanh nghiép chon.
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