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QUYET PINH CUA BAN GIAM POC

CONG TY TNHH .............
V/v Ban hanh quy ché céng tac phi

- Can cw Ludt Doanh nghiép ngay 17 thang 06 nam 2020.
- Cén cir vao Diéu 1¢ té chire va hoat dong ciia Cong ty.
- Ciin cit vao Quy ché tai chinh ciia Céng ty.

- Can cw vao chirc nang va quyén han ciia Ban Giam doc Cong ty.

BAN GIAM DOC CONG TY
QUYET PINH
Piéu 1: Ban hanh quy ché Cong tac phi cho Can bd cong nhan vién ciia Cong ty TNHH
Piéu 2: Cac quyét dinh, quy ché trude day trai véi quyét dinh, quy ché nay déu khong con
gia tri.
Piéu 3: Quyét dinh c6 hiéu luc ké tir ngay ky. Cac nhan vién va cac bd phan lién quan chiu

trach nhiém thuc hién.

Noi nhin: CONG TY TNHH ............
- Nhu diéu 3;
- Luu: NS.
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QUY CHE CONG TAC PHI
CONG TY TNHH ..........

(Ban hanh Kém theo Quyét dinh sé6:  /OP-DHT-202... ngay 01/ 01/202... ciia Giam déc Cong

)
CHUONG I
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi va déi twong diéu chinh

- Ché d6 nay quy dinh dinh mirc cong tac phi dbi véi tit ca can bd nhan vién dang 1am
viéc tai Cong ty TNHH .............. , duoc cac cap co thim quyén cir di cong tac trong va
ngoai nudc (néu co).

- Bbi v6i mot sd truong hop dac biét, ché d6 cong tac phi va cac trg cép c6 thé duoc

ap dung theo cac quy dinh khac do Giam Ddc Cong ty ban hanh.
Diéu 2. Gidi thich cdc khodn céong tdic phi:
Cong tac phi bao gdm céc loai chi phi thudng xuyén va phd bién sau day:

1-“Chi phi di lai” 1a khoan tién chi mua vé may bay, vé tiu, vé xe, tién thué phuong
tién di lai va cac khoan chi phi hop 18 khac phuc vu cho nhu cau cong tac.

2- “Chi phi luu tra” 1a tién phong ngi (khéng bao gém cac dich vu cta khach san
cung cip) d6i voi nhimg trudng hop di cong tac tir 01 ngay tré 1én, khong ké thoi gian di
trén may bay, tau Itra, cac phuong tién di lai khac trong thoi gian di cong tac.

3- “Phuy cép cong tac phi” 1a khoan chi nhdm hd trg cho can bd nhan vién Cong ty khi
di cong tac c6 thém tién dé tra ¢ mic 4n binh thudng hang ngay va cac dich vu tdi thiéu
phuc vu cho sinh hoat c4 nhan hang ngay trong thoi gian cong tac.

4- “Chi phi giao dich” 1a khoan chi phi chiéu dai khach moi ciia Cong ty.

5- “Chi phi khac” 14 khoan chi phi cho viéc gui Fax, Internet, thu tr vi muc dich cong

vy, chi phi in an, sao chup tai li¢u phuc vu cho chuyén di cong tac.
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Diéu 3. Cic nguyén tic chung

1 - Nhitng ngudi duge ctr di cong tac tuyét ddi khong duoc xem cong tac phi 1a khoan
thu nhap cua ban thin hoic dé két hop giai quyét nhitng nhu cau riéng tu khong co lién quan

gi dén muc dich yéu cau va ndi dung chuyén di cong tac.

2 - Trudng hop can bo nhan vién di cong tic ma phia moi chi dai tho mot phan cac

khoan chi phi thi phan con lai s& duoc thanh toan theo quy dinh tai chwong II Quy ché nay.

3 - Cong tac phi chi dugc thanh toan toi da bang dinh mirc dugc quy dinh trong quy
ché nay (trir mot s trudng hop dic biét phai duge Giam Ddc chip thudn thi duge thanh toan
vuot dinh mac). Han mtc cong tac phi quy dinh tai Quy Ché nay c6 thé duge Giam Dbc
xem xét diéu chinh lai cho phu hop mdi nam mat lan.

4 - Nguoi nao chua ndp bao co thanh toan tién cong tac phi tam tng chuyén trude thi
khong duoc xét tam tng cong tac phi cho chuyén ké tiép.

5 - Cac dinh muc chi phi néu tai Quy Ché nay chua bao gdbm phan thué GTGT va cac
khoan thué khac (néu co).

6. Khi c6 nhu cau tiép khach phai xin ¥ kién chap thuan cta Giam Pdc trude bang van
ban. Trong trudng hop gap thi phai xin y kién qua dién thoai nhung sau d6 phai c6 van ban

bd sung. Phai dy toan trude muc chi phi va dugce Giam dbc duyét.

CHUONG II
CHE PQ CONG TAC PHI

Diéu 4. Phin hang thu hwong cong tic phi

Déi tuong thy huong cac khoan cong tac phi dugc phan thanh cac hang sau day:

- Hang A: Nhitng ngudi giir chic vu quan 1y trong Cong ty, bao gdm: Giam dc, cac
Phé Giam déc, Ké toan trudng.

- Hang B: Chuyén vién, kinh té vién, bao gdm: Ké toan, nhan vién kinh doanh, nhan
vién hanh chinh...

- Hang C: Tat ca cic nhan vién con lai cua Cong ty.

Diéu 5. Han mirc cong tdc phi di lai, an 6 va chi phi khdc



Stt Noi dung Hang A Hang B Hang C
Chi phi di lai (theo
thuc té phat sinh can
cur vao vé cla cac o . - Tau ghé¢ mém, 6 to6
. . - Tau givong nam, ,
phuong tién giao . . N . khéach
R . - May bay, tau xe 0 t0 giwong nam, ) )
thong. Truong hop . S o . - Xe buyt, xe 6m
1 . T givong nam, xe 6 t6 | Taxi o
khong c6 vé thi s€ o 3 . , ., - May bay, taxi khi
, giwdng nam, Taxi - May bay khi c6 su
duogc thanh toan theo . N c6 su phé duyét cua
e phé duyét cuia BGD i i
gia cudce cua thoi BGD
diém hién tai phat
sinh trén thi truong)
o ) - C6 chung tur: - C6 ching tur: - C6 ching tur:
Chi phi luu trd (theo | 500 000 vNB/ngay | 400. 000 VND/ngay | 300. 000 VND/ngay
) thyc t€ phat sinh Kha S chit Kha . chi Kha . chi
- Khong c6 chin - -
nhung khong virot ‘ g g ‘ ong c6 chung ‘ ong c6 chung
qud) tu tur: tur:
400. 000 VND/ngay | 300. 000 VND/ngay | 200. 000 VND/ngay
Trong nudc
b A 5
(bao gomed 1 50 000 VNB/mgay | 200.000 VNB/ngay | 100.000 VND/ngay
tien an,
Phu .
chp uodng)
3 sinh | Nugc ngoai
hoat | (qui d6i theo
phi | USD tai thoi 20 USD/ngay 15 USD/ngay 10 USD/ngay
diém phat
sinh)
Chi phi giao dich
theo thuc té phat
(. = . vetepna <5.000.000 <3.000.000 <1.000.000
4 sinh va dugc BGD . , . . . .
. . VND/lan cong tac VND/lan cong tac VND/lan cong tac
phé duyét nhung
khong vuot qué)
e, Theo thuc té phat Theo thuc té phat Theo thuc té phat
5 Chi phi khac ) . , ) . , . \ ,
sinh va hop ly sinh va hop 1y sinh va hgp ly




Diéu 6: Han mirc khodn cong tdac phi sir dung xe gan mdy cd nhan: (bao gom tién xang va
tién gui xe).

Chi phi xdng xe duoc phu cp: 03 lit xang/100km d6i v6i xe khong ché hang, 07 lit
xang/100km dbi véi xe c6 chd hang (gia xang duoc tinh theo gi tai thoi diém phat sinh)

CHUONG 111

THU TUC TAM UNG VA THANH TOAN CONG TAC PHi

Diéu 7. Thii tuc va thim quyén tam teng cong tic phi

- Cén bo nhan vién di cong tac cin ctr vao thoi gian dy kién co trach nhiém lap Giay
dé nghi tam tng cong tac phi theo han muc quy dinh ciia Quy ché nay.

- Giam Ddc (hodc Pho Giam Pdc duoc Gy quyén) co thaim quyén duyét chi tam tng
cong tac phi cho can by nhan vién truc thudc.

- K& toan truong c6 trach nhiém kiém tra tha tuc va han muc tam mg cong tac phi
trude khi ing chi.
Diéu 8. Thii tuc thanh todn céng tic phi tam trng

- Can bd, nhan vién di cong tac vé phai lam thu tyc thanh toan tam ung theo mau an
dinh trong vong 10 ngay (khong tinh thir bay, chu nhat va cac ngay 18) ké tir ngay két thuc
chuyén cong tac trd vé lai Cong ty. Béo cdo thanh toan tién tam tmg phai kém theo day du
cac chimg tir (bao gdm hoa don tai chinh, hoa don ban 1¢, phiéu thu....) theo quy dinh cua
Phéap luat dé c6 thé chimg minh chi phi thuc té phat sinh trong chuyén cong tac. Déi véi
nhiing truong hop khong c6 hoa don, chiing tir s€ dugc thanh toan theo han mirc néu trén.

- Péi v6i cac khoan chi phi di c¢6 quy dinh han muc trong ban Quy ché nay thi mirc
chi tdi da dugc dé nghi thanh toan phai nam trong pham vi quy dinh.

- Péi v6i cac khoan khong quy dinh han mirc trong ban Quy Ché nay thi mic tdi da
xin dugc thanh toan 1a mirc chi tiéu thuc té va hop 1y c¢6 chimg tir kém theo.

- Béi véi cac chuyén di cong tac tir 2 ngudi trd 1én thi bao cdo thanh toan tién tam
g phai do ngudi giit tién thiét 1ap va phai c6 chir ky xac nhan ciia nguoi cir di cong tac.
Diéu 9. Trinh ti kiém tra xét duyét thanh todn cong tic phi tam irng

- Phong Ké toan cé trach nhiém kiém tra noi dung cac khoan chi véi cac chimg tir
keém theo xem c6 hop ly, hop 1¢ khong.

- K& Toan Trudng phai c6 y kién xac nhan va 1a nguoi co trach nhiém kiém tra sau
cung vé tinh hop 1y, hop 18 ctia cong tac phi thuc té phat sinh so v6i dinh muc dugc quy dinh

tai Quy ché nay trude khi trinh cdp c6 thdm quyén duyét chi thanh toan.
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Diéu 10. Thim quyén duyét thanh todn cong tic phi

- Cép c6 tham quyén duyét thanh toan cong tac phi 1a Giam doc hoic Pho Giam doc
dugc uy quyeén.

- Béi véi cac khoan cong tac phi dd quy dinh han mirc cho mdi hang can bd - nhan
vién thi khong chdp nhén truong hop chi vuot mic quy dinh. Trudng hop chi vuot mic quy
dinh phai duoc thu hdi nhip quy ngay sau khi duyét thanh toan tién tam tng hodc trir vao
tién lwong trong ky thanh toan tién lwong gan nhat.

- Trong mot sd it trudng hop ca biét, chi c6 Giam déc méi c6 quyén quyét dinh thanh

toan vugt han mirc quy dinh cua ban Quy Ché nay.

Diéu 11. Ché d@p héa don chirng tir

- Chi phi di lai, chi phi luu tra, chi phi giao dich va chi phi khac dugc quy dinh trong
Quy dinh nay duoc duyét thanh toan khi dam bao diy da hoa don, chimg tir hop 1.

- Cac chi phi lién quan dén thong tin lién lac phai co cac hoa don hop 1é cua nhiing
don vi cung cip dich vu nhu buu dién, Cong ty chuyén phat nhanh EMS.... Truong hop st
dung phuong tién lién lac tai khach san noi ¢ thi khong dugc ghi chung vao hoa don chi phi
luu tra.

- Phong K& toan c6 trach nhiém huéng dan ché do héa don ching tir cu thé ddi véi cac
khoan cong tac phi phat sinh trong nudc cling nhu tai nude ngoai cho phu hop véi quy dinh
cua Luat thué hién hanh.

- P6i voi cac khoan cong tac phi c6 hoa don, chimg tir hop 1y, hop 1é thi s& dugc thanh
toan theo hoa don, chung tir 46 nhung khong dugc vuot qua mue quy dinh, chi khi nao c6 su
ddng ¥ ciia cua Giam ddc méi duoc phép chi vuot mirc quy dinh.

- Péi v6i cac khoan cong tac phi ma khong co héa don, chimg tir hop 1y, hop 1é thi
Phong K& toan c6 trach nhiém theo ddi sd lan di cong tac ctia nhan vién trong thang, tong
hop cac khoan cong tac phi d6 va s& dugc tra thing vao lwong ctia nhan vién trong thang do.

CHUONG IV

KIEM TRA VA XU LY CAC VI PHAM
Diéu 12. Trdch nhiém kiém tra
- K& toan truong Cong ty cé trach nhiém kiém tra qua trinh thuc hién ké hoach cong
tac phi cua Cong ty.
Diéu 13. Tham quyén xi Iy sau kiém tra
- Giam Pdc Cong ty 1a nguoi co tham quyén xur Iy cac truong hop vi pham quy dinh

tai van ban nay.



CHUONG V

PIEU KHOAN THI HANH
Diéu 14. Hiéu lwe thi hanh
Ban Quy dinh nay c6 hiéu luc thi hanh ké tir ngay ky.
Diéu 15. Tham quyén siva doi, bo sung
Giam Ddc Cong ty 1a ngudi c¢6 tham quyén sira ddi, bd sung, hiéu chinh, tu chinh
hodc thay thé ban Quy Pinh nay, cin ctr dé nghi cuia Ké Toan Trudng Cong ty.
Diéu 16. Trach nhiém thi hanh
Ban Giam déc, cac truong, pho phong co trach nhiém phd bién quan triét cho tt ca
cac nhan vién trong toan Cong ty dé thuc hién nghiém chinh cac ndi dung trong ban Quy
dinh nay.
Diéu 17. Biéu mdu kém theo
- Quyét dinh cir ngudi lao dong di cong tac
- Gidy dé nghi tam g
- Gidy dé nghj thanh toan

ceny Ngdy  thang ndm 202...
GIAM POC
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QUYET PINH CUA BAN GIAM POC
CONG TY TNHH .............

(Vé viéc cir nguwoi lao déng di cong tic)

- Cin cir Quy ché tai chinh ciia Céng ty.
- Cdn cik ché dp Céng tac phi ciia Cong ty.
- Cin cir chive ning va quyén han Ban gidam déc Cong ty.

- Can cw nhu cdu va ké hoach sdan xuat kinh doanh ciia Cong ty.

BAN GIAM POC CONG TY

QUYET PINH
PICU 15 NAY CI ONG/DA ..o,
Chire VU:...coooeiiiieeeeeeeeeee, Thudc dom Vi........ooooeviiieiiiiiiiiieeeeee,
P CONEG AC LAL: ..o e areas
Thoi gian: Tir ngay..........cooovvveeiieennnnne, €N NGAY......cccviiiiiiiiieeeee e
Phurong tin di ChUYEN: ..o,
Picu 2: On@/DA.....oooooeeeeeeeeeeeeeen, duoc thanh toan cong tac phi theo ché do

cong tac phi cua Cong ty
Piéu 3: Cac Ong/ba Trudng Phong, Trudng Ban chirc ning va ngudi lao dong co tén & Diéu

1 chju trach nhiém thi hanh Quyét dinh nay.

Noi nhdn CONG TY TNHH ...........
- Nhu diéu 3
- Phong ké toan
- Luu VT
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2/-Phwong tién: + Vé may bay (Khi hdi: C6 [ Khéng [
+ Vétau/xe (Tauhoa [[Xe []

TPHCM, ngay thang nam

Giam déc Duyét tam rng Ngudi dé nghi
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GIAY PE NGHI THANH TOAN

Kinh giti: Giam déc Cong ty TNHH ..............
NGUOT A& NN ..o Chirc VU.....ooooeiiiieiieeeeeeee,
Pang Iam VIEC ta1:........coooiiii e e e
S6 hoa L.
T So tien
No6i dung don, ching Ghi cha
T . thanh toan
tw
Téng

Ly do thanh toan tré han quéa 10 ngay (khong tinh ngay thtr bay, Cha nhat va cac ngay
18 ) sau thoi gian cong tac trd vé (néu cd):

TPHCM, ngay  thing nam

Giam doc Duyét thanh toan Nguoi dé nghi
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