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UBND TiNH DONG NAI
SO XAY DlTNG

Sfr.AG /QD-SXD Dong Nai, ngay J6 thdng 3 nam 2020

QUYET DINH
Ve vice ban hanh Quy che chi tieu noi bo va quan ly su’ dung tai san cong 

ciia So* Xay dung Dong Nai nam 2020

GIAM DOC SO XAY DUTVG TINH DONG NAI

Can cu Nghi dinh so 130/2005/ND-CP ngay 17/10/2005 cua Chinh phu quy 
dinh che do tir chu, tu chiu trach nhiem ve su dung bien che va kinh phi hanh 
chinh doi voi cac co quan Nha nuoc;

Can cii Thong tu lien tich so 71/2014/TTLT-BTC-BNV ngay 30/05/2014 cua
r ^

lien Bo Tai chinh - Bo Noi vu quy dinh che do tu chu, tu chiu trach nhiem ve su 
dung kinh phi quan ly hanh chinh doi voi cac co quan nha nuoc;

Can cu Nghi dinh so 04/2015/ND-CP ngay 09/01/2015 cua Chinh phu ve 
thuc hien dan chu trong boat dong cua co quan hanh chinh nha nuoc va don vi su 
nghiep cong lap;

Can cu Quyet djnh so 04/2017/QD-UBND ngay 23/01/2017 ban hanh quy dinh 
ve to chuc va boat dong cua So Xay dung tinh Dong Nai;

Can cu Quyet dinh so 575/QD-STC ngay 09/12/2019 ve viec giao du toan 

thu ngan sach nha nuoc - chi ngan sach dia phuong tinh Dong Nai nam 2020;

Can cu Bien ban hop ngay 17/01/2020 Hoi nghi can bo, cong chuc Khoi Van 
phong So Xay dung ve phuong huong muc tieu, nhiem vu nam 2020;

Can cu Van ban so 914/STC-TCHCSN ngay 3/3/2020 ve viec huong dan su 
dung kinh phi de thuc hien hop dong doi voi nguoi lao dong theo Nghi dinh 
161/2018/ND-CP;

Can cu Van ban so 986/STC-TCHCSN ngay 5/3/2020 cua So Tai chinh ve 

viec gop y quy che chi tieu noi bp va quan ly su dung tai san cong cua So Xay 

dung nam 2020;
Theo de nghi cua Chanh Van phong So; Chu tich cong doan bp phan Van

phong so.
QUYET DINH:

Dieu 1. Ban hanh kem theo Quyet djnh nay Quy che chi tieu npi bp va quan 
ly sir dung tai san cong cua So Xay dung Dong Nai nam 2020.

Dieu 2. Quyet dinh nay co hieu luc ke tu ngay ky ban hanh, thay the Quyet 
dinh so 72/QD-SXD ngay 09/4/2019 cua Giam doc So Xay dung ve viec ban 
hanh Quy che chi tieu npi bp va quan ly su dung tai san cong cua So Xay dung 

Dong Nai nam 2019.



Dieu 3. Chanh Van phong Sa; Chanh Thanh tra Sa; cac Truong phong nghiep vu
f y /\r/s/\ r r r • /v A • ythuoc So va toan the can bo, cong chuc co trach nhiem thi hanh Quyet dinh na

Noinhan:#'

- Nhu' dieu 3;
- Dang uy (bao cao);
- Giam doc Sb va cac Pho Giam doc Sa;
- Sa Tai chinh; Kho bac tinh DN;
- BCHCD bo phan Van phong Sa;
- Luu: VT,VP Dung

KT.GIAM DOC 
PHO GIAM DOC
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UBND TiNH DONG NAI
SO XAY DlTNG

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap- Tu1 do- Hanh phuc

QUY CHE
CHI TIEU NOI BO VA QUAN LY SlT DUNG TAI SAN CONG 

CUA SO XAY DLTNG DONG NAI NAM 2020
(Ban hanh kem theo Ouyet dinh so...AG..-. /QD-SXD ngay.JB..thdng.3.ndm^QtOcua

Gidm doc Sd Xdy dung Dong Nai)

I. QUY DINH CHUNG
A /s ADieu 1. Muc di'ch xay dung quy die

1. Be tlurc hien quan ly va chi tieu tai chinh dung quy dinh;
2. Dam bao cho can bo, cong chirc, ngudi lao dong trong co quan hoan thanh tot

nhiem vu;
3. Su dung tai san cong dung muc dich, co hieu qua;
4. Thirc hanh tiet kiem, chong lang phi trong chi tieu,

A A r A ADieu 2. Nguyen tac xay dung quy che
A A /\ • • A aA •1. Kliong duoc vuot qua che dp chi hien hanh do co quan co tham quyen quy djnh;

2, Dam cho co quan va can bp, cong chuc, nguoi lao dong hoan thanh nhiem vu
dupe giao;

3. Dam bao quyen loi hop phap cho can bp, cong chirc, nguoi lao dong;
4. Mpi viec chi tieu phai dam bao co du hoa don , chung tu hop phap;

r r

5. Quy che duoc thao luan rpng rai, dan chu, cong khai trong co quan va co y kien 
tham gia cua Cong doan bp phan Van phong So.

A A A ADieu 3. Can cu’ de xay dung quy che
Can cu Nghi dinh so 130/2005/NB-CP ngay 17/10/2005 ciia Chinh phu quy dinh 

che dp tu chu, tu chiu trach nhiem ve sir dung kinh phi quan ly hanh chinh doi vbi cac 
co quan nha nude;

Can cu Nghi dinh so 117/2013/ND-CP ngay 07/10/2013 cua Chinh phu sua doi, 
bo sung mot so dieu Nghi dinh so 130/2005/ND9-CP ngay 17/01/2005 cua Chinh phu 
quy dinh che dp tu chu, tu chiu trach nhiem ve su dung bien che va kinh phi quan ly 
hanh chinh doi voi co quan nha nude;

Can cu Quyet dinh sd 50/2017/QD-TTg ngay 31/12/2017 cua Thu tudng Chinh 
phu quy dinh tieu chuan, dinh muc su dung may mdc, thiet bi;

Can cu Thong tu s6 71/2014/TTLT-BTC-BNV ngay 30/5/2014 quy dinh dig do tu 
chu, tu chiu trach nhiem ve sir dung kinh phi quan ly hanh chinh doi voi cac co quan 
nha nude;

Can cu Quyet dinh sd 78/2001/QD-TTg ngay 16/05/2001 ve viec ban hanh Quy 

dinh tieu chuan, dinh muc su dung dien thoai cong vu tai nha rieng va dien thoai di 
dong doi voi can bp lanh dao trong cac co quan hanh chinh, don vi sir nghiep, to chuc

7 m u

chinh tri, cac to chuc chinh tri- xa hpi;



Can cii Quy4t dinh so 23/2018/QD-UBND ngay 24/04/2018 ciia UBND tinh B6ng
r t t % m y •} ^ #

Nai ban hanh Qiiy dinh che do cong tac phi, che do hoi nghi tren dia ban tinh Dong Nai;

Can cu Van ban so 4799/STC-TCHCSN ngay 15/8/2018 cua So Tai chinh ve vice 

hirong dan quan ly va su dung phi;

Can cu van ban so 9416/BTC-CST ngay 07/8/2018 cua Bo Tai chinh ve quan ly 

va su dung phi;

Can cu Quyet dinh so 575/QD-STC ngay 09/12/2019 ve viec giao du toan thu 

ngan sach nha nuoc- chi ngan sach dja phuong tinh Dong Nai nam 2020;

Can cu tinh hinh thuc hien qua cac nam ve chi tieu va su dung tai san tai co quan.

Dieu 4. Trach nhiem trong quan ly chi tieu va su* dung tai san cong
1. Giam doc So co trach nhiem chung trong viec quan ly tai san cong, giai quyet 

cac boat dong thu, chi cua co quan theo che do Thii truong; To chuc viec kiem soat boat 
dong thu, chi tai co quan theo quy dinh;

2. Giam doc So co the uy quyen hoac phan cong bang van ban cho Pho Giam doc 
So hoac Truong cac phong de quan ly su dung tai san cong va quan ly viec thu, chi theo 
pham vi va han muc quy dinh;

3. Cong chuc va nhan vien hop dong co trach nhiem:

- Giu gin, bao quan tai san cong dugc giao su dung tai nai lam viec dung muc 
dich, hop ly, tiet kiem, co hieu qua. Dong thoi co trach nhiem chung trong viec quan ly, 
bao ve tai san chung cua co quan. Khong tuy tien chuyen doi, di chuyen tai san cong 
khi chua dugc su chap thuan cua Giam doc va Truong cac phong va bo phan quan ly tai 
san cua So;

- Tuyet doi khong su dung may moc, thiet b\ dugc giao su dung vao viec rieng; 
Neu phat hien se xu ly, ky luat theo quy dinh;

' • *>- Nguoi dung dau cac don vj hoan toan chju trach nhiem trong viec quan ly, su
dung tai san dugc giao trong don vj minh, dam bao tiet kiem, hieu qua va khong that 
thoat.

Dieu 5. Quy dinh chung trong quan ly, sir dung tai san cong
1. Viec su dung dien can cu theo Chi thj so 20/CT-UBND ngay 05/12/2017 cua 

UBND tinh Dong Nai ve viec thuc hien tiet kiem dien tren dja ban tinh Dong Nai:

- Tat cac thiet b\ dung dien khi khong su dung va khi ra khoi phong, cat nguon dien 
cac thiet bi trong phong khi het gid lam viec (tru truong hgp dac biet nhu: may chu);

- Chi su dung may dieu hoa nhiet do khi thdi tiet nang nong; tu 09 gid sang den 11 
gid trua va budi chieu tu 13 gid 30 phut den 16 gid; cai dat d che do lam viec tu 25°C 
tro len. Luu y: may dieu hda phai tat dien trude 30 phut trude khi ra ve.

2. Khong su dung lang phi nguon nude, thuc hien tat cac vdi nude khi ra khoi 
phong ve sinh, tuyet doi khong de ngudi ngoai su dung nude de rua xe,...;

Dieu 6. Quy dinh trong quan ly, su* dung xe 6 to co’ quan

1. Ve quan ly, su dung xe 6 to co quan: Thuc hien theo Nghi dinh so 04/2019/ND- 

CP ngay 11/01/2019 cua Chinh phu quy dinh tieu chuan, dinh muc su dung xe dtd.
2



a. Xe 6 to cua co quan chi dirge su dung vao viec dua cong chuc cua co quan di 
cong tac xuat phat tai Van phong So, khong thirc hien dua don cong chuc di cong tac tai 
nha rieng (ke ca lanh dao);

r r

b. Chanli Van phong So co trach nhiem can doi bo tri cac xe oto di cong tac cho 

hop ly thong qua giay dieu xe, tren co so giay phan cong cong tac cua Ban Giam doc So. 
Cong chuc dirge phan cong di cong tac co trach nhiem lien he de ket hgp di chung voi 
cac co quan khac trong mot so truong hgp cong tac de dam bao thuc hanh tiet kiem 

chung;
c. Nhan vien lai xe co trach nhiem trong viec chu dong xem xet de xuat viec bao 

duong, ve sinh. sua chua nhung thiet bi that su can thiet de dam bao an toan, hieu qua 

va tiet kiem chi phi cho co quan. Dong thoi, viec sua chua phai co che do bao hanh cho 

nhung thiet bi da dugc sua chira;
d. Moi xe 6 to, nhan vien lai xe su dung phai mo so nhat trinh van hanh xe (mau so

01/SNT);
d. Mgi truong hgp dieu xe di cong tac ngoai tinh thi phai co y kien chi dao, but 

phe hoac y kien cua Giam doc So truoc khi dieu xe.
2. Ve dinh muc su dung:
a. Mua sam cac vat dung de ve sinh, bao duong xe, gom: dau thang, dau trg luc tay 

lai, nude giai nhiet, nhdt hop so, gat nude, chan nang, tappi san, dau khu mui, nude rua 

kinh, xa phong, khan lau, cana danh bong, phu gia xang, dau danh ve sinh nem, nude 

hoa, dau xit bong vd xe, bao tay lai, khan giay udt, va cac vat dung khac,...thuc hien 

khoan cho nhan vien lai xe theo quy;
b. Dinh ky thuc hien cho moi xe: thay nhdt 4.000km/lan, thay luge nhdt 

S.OOOkm/l lan va ve sinh dan lanh la 06 thang/ lan. Dinh muc nhdt cap phat dugc can 

cu theo dung tich thiet ke binh nhdt xe su dung;
c. Dinh muc tieu hao nhien lieu (xang, dau) binh quan lam co so de cap phat, quy 

djnh nhu sau: xe cd bien kiem soat so 60C-3989 la 13 lit/100km; xe 60C-7999 la 13 

lit/100km; xe 60C-5859 la 15 lit/lOOkm va xe 60A- 003.01 la 12,5 lit dau/lOOKm;
3. Cong tac thanh toan va cap phat su dung xe 6 to co quan:

t r *

a. Nhien lieu: Can cu so nhat trinh van hanh xe oto theo mau so 01/SNT, Giay 

dieu xe oto (mau 02/GDX), giay phan cong di cong tac cua Ban Giam doc So, dinh muc 

tieu hao nhien lieu, tinh hgp ly so lieu so nhat trinh van hanh cua moi xe, Chanh Van 

phong cd trach nhiem trong viec de xuat theo doi kiem tra va chju trach nhiem so lugng 
nhien lieu su dung trong thang cho tung xe trude khi trinh Ban Giam doc So phe duyet

f.

quyet toan;
r * y a 7 A A 7 Ab. Viec cap va thanh toan nhien lieu, phi cau duong, tren co so de xuat cua nhan 

vien lai xe. Chanh Van phong cd trach nhiem xem xet, kiem tra, doi chieu va de xuat 
trinh Ban Giam doc So duyet cham nhat vao ngay 30 hang thang.

II. QUAN LY CHE D0 THU, CHI
Dieu 7. Quy dinh che do chi tieu
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A A A1. Nguon kinh phi boat dong thuong xuycn (tu* chu)

1.1. Cac khoan thanh toan ca nhan

- Tien luong, tien cong cua CBCC dirge thirc hien theo quy dinh hien hanh cua
Nha nu'ac.

- Muc luong theo ngach, bac va cac khoan phu cap theo luong va cac khoan dong 
gop (bao hiem xa hoi, bao hiem y te, kinh phi cong doan) thanh toan theo che do;

- Phu cap lam them gio can cu Thong tu 107/2017/TT-BTC ngay 10/10/2017 cua 

Bo Tai chinh thanh toan theo che do qui dinh, phai co bang chain cong, va danh sach 
cong chuc dugc Ban Giam doc So phe duyet va Idiong qua 200 gio mot nam theo mau 

so C10-HD

- Thai han tra luong doi vai nguai huang luang thang theo quy dinh tai Bieu 
23 Nghi dinh so 05/2015/ND-CP tra 1 lan trong thang

- Che do thanh toan tien nghi phep hang nam can cu Thong tu so 141/2011/TT- 

BTC ngay 20/10/2011 cua Bo Tai chinh, Thong tu s6 57/2014/TT-BTC ngay 06/5/2014 

sua doi, bo sung mot so dieu cua Thong tu so 141/2011/TT-BTC. Cac can bo cong chuc 

tinh toan thdi gian phu hop vai cong vice cua co quan phai co don xin nghi phep dugc 

Truong phong va cac Pho Giam doc So phu trach chap thuan truoc khi Giam doc So 

phe duyet. Can bo cong chuc nghi phep dung che do, dung thdi gian quy dinh hoac nghi 
dot xuat do gia dinh, tu than phu mau 6m dau, mat thi dugc thanh toan cac khoan sau:

+ Chi phi tau xe thanh toan theo phuong tien tau lua ghe ngoi;
> r r

+ Thanh toan tien phu cap di duong khi nghi phep hang nam. Muc phu cap 

100.000 dong/ngay di duong;

+ Truong hop cong chuc va nhan vien hgp dong do yeu cau cong viec, phong 

khong bo tri thdi gian cho cong chuc va nhan vien hgp dong nghi phep thi dugc thanh 

toan tien luong phep.
f \ \ \ f

- Che do chi tra tien luong, tien boi duong doi vdi nhung ngay dugc nghi phep 

hang nam theo phap luat quy dinh nhung chua nghi hoac chua nghi het so ngay nghi 
hang nam.

+ Bieu kien chung tu thanh toan : Cac trudng hop do yeu cau cong viec, co quan, 
don vj khong bo tri dugc thdi gian cho can bo cong chuc nghi phep phai co don xin 

nghi phep nhung dugc thu trudng co quan, don vi noi true tiep quan ly can bo, cong 

chuc lam viec xac nhan do yeu cau cong viec nen khong bo tri dugc thdi gian cho can 

bo, cong chuc nghi phep nam hoac khong bo tri dii so ngay nghi phep nam.

+ Muc thanh toan: Thu trudng co quan, don vj quyet dinh chi tra luong doi vdi 
nhung ngay chua nghi phep nam, theo muc luong ngach bac, chuc vu va cac khoan phu 

cap khu vuc, phu cap doc hai (neu co) dang hien hudng cua tung can bo , cong chuc.

- Tien luong cua CBCC, ngudi lao dong nghi 6m dau, thai san: do co quan Bao 
hiem xa hoi chi tra theo che do quy dinh.

1.2. Van phong pham
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- Khoan van phong pham muc in, giay in van ban, viet, but chi, but xoa, dao, keo,
r r \

thuac ke, bang keo, may bam, kim kep, kim bam, ho dan, bia la, bia nut va nhung van 

phong pham khac, phuc vu cho cong tac cua moi phong, muc khoan cac phong nhu sau:

Ten phongSTT Muc khoan 

dong/thang/phong
^ r

Phong Quan ly nha va Thj truong bat dong san 500.0001

Phong quan ly xay dung2 500.000

Phong Phat tnen do thi va Ha tang ky thuat3 500.000

Phong Quy hoach - Kien true4 500.000

Tong cong 2.000.000

- Truong hop cac phong do nhu cau thuc te tien khoan van phong pham khong du 

chi tra muc in, thi de xuat trinh Ban Giam doc So chap thuan, duoc thanh toan;
- Rieng phong quan ly chat luong xay dung Van phong pham mua theo thuc te tu 

nguon ngan sach cap dir toan kinh phi phuc vu thu le phi.
- Rieng doi voi van phong pham cho Thanh tra So duoc su dung chi theo nhu cau 

thuc te, thuc hien theo Thong tu so 153/2013/TT-BTC ngay 31/10/2013 cua Bo Tai 
chinh.

r r

- Ban Giam doc, Van phong So (Pho Giam doc phu trach) va bo phan mot cua
7 r

mua van phong pham theo thuc te.
1.3. Ve sir dung dien thoai:
- Ve dien thoai co dinh : Khoan cac phong nghiep vu 100.000 dong/thang; rieng 

Ban Giam doc va Van phong So thanh toan theo thuc te;
- Khoan cuoc dien thoai di dong cho Ban Giam doc nhu sau: Giam doc So: 

350.000 dong/thang; Moi Pho Giam doc So: 250.000 dong/ngudi/thang.
1.4. Cong tac phi: can cu theo Quyet dinh so 23/2018/QB-UBND ngay 24/4/2018 

cua UBND tinh Bong Nai.
a) Thanh toan theo hoa don thuc te
- Ngubi di cong tac duoc thanh toan tien chi phi di lai bao gom:
+ Chi phi chieu di va ve tu nha hoac co quan den san bay, ga tau, ben xe; ve may 

bay, ve tau;
r or**

+ Chi phi di lai tai dia phuong noi den cong tac: tu cho nghi den cho lam viec, tu 

san bay, ga tau, ben xe ve noi nghi (luot di va luot ve)
+ Cube hanh ly cua ngubi di cong tac bang phuong tien may bay trong truong 

hop gia ve khong bao gom cube hanh ly mang theo
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“ « ATruong hop co quan, don vi noi cu ngudi di cong tac va co quan, don vi noi den 

cong tac da bo tri phuong tien van chuyen thi ngudi di cong tac khong dupe thanh toan 

cac khoan chi phi nay.
- Tuy theo tinh chat cong viec cua chuyen di cong tac. Giam doc So xem xet duyet 

cho can bo cong chuc di cong tac bang phuong tien may bay, tau hoa, xe oto.
- Quy dinh tieu chuan mua ve may bay di cong tac trong nude
+ Hang ghe thudrig: Danh cho cac chuc danh can bo, cong chuc con lai.
- Muc thanh toan: Theo gia ve, hoa don, chung tu mua ve hop phap theo quy dinh 

cua phap luat khong bao gom cac chi phi dich vu kliac nhu; Tham quan du lich, cac 

dich vu dac biet theo yeu cau.
b) Thanh toan khoan tien tu tuc phuong tien di cong tac doi voi can bo cong chuc 

di cong tac each tru so co quan tu 15 km ma tu tuc bang phuong tien ca nhan cua minh 

thi dupe thanh toan khoan tien tu tuc phuong tien bang 0,2 lit xang/km tinh theo khoang 

each dja phuong gidi hanh chinh va gia xang tai thdi diem di cong tac.
- Ho trp cong tac phi cho van thu di gui cong van, lai xe va ke toan giao dich Kho 

bac, ngan hang 500.000 ddng/thang.
1.5. Ho trp chi phi dao tao, bdi dudng doi vdi can bp, cong chuc thuc hien theo 

Huong dan sd 4067/HD-SNV-STC ngay 03/12/2019 cua So Noi vu va So Tai chinh ve 

viec Thuc hien Nghi quyet so 180/2019/NQ-HBND ngay 29/10/2019 cua Hoi dong 

nhan dan tinh Quy dinh muc chi dao tao, bdi dudng can bo, cong chuc vien chuc tren 

dia ban tinh Dong Nai
a) Can bp, cong chuc dupe Lanh dao Sd Quyet dinh cu di dao tao, bdi dudng phu 

hop trinh dp chuyen mdn va vi tri cong tac dam nhiem. Truong hop don vi to chuc lop 

hoc klidng hd trp sinh boat phi, Co quan chi hd trp chi phi dao tao, bdi dudng nhu sau:
- Chi hd trp tien an trong thdi gian di hoc tap trung:
+ Hoc tap trung dudi 1 thang: chi hd trp 80.000 ddng/ngudi/ngay; 40.000 

ddng/ngudi/budi.
+ Hoc lien tuc tu 1 thang trd len: chi hd trp 1.500.000 ddng/ngudi/thang. Tu thang 

thu hai trd di, thdi gian thuc hoc tren 15 ngay tinh trdn 1 thang, tu 15 ngay trd xudng 

tinh theo ngay.
- Chi hd trp them cho can bp, cong chuc la nu: 300.000 ddng/ngudi/thang.
- Chi hd trp them cho can bp, cong chuc la nu- cd con nho dudi 36 thang tudi trd

xuong:
Hoc tap dudi mot thang: Hd trp 60.000 ddng/ngudi/ngay; 30.000

ddng/ngudi/budi.
-w >

+ Hoc tap trung lien tuc tu mot thang trd len: Hd trp 1.000.000 ddng/ngudi/thang. 
Tu thang thu hai trd di, thdi gian thuc hoc tren 15 ngay tinh trdn 01 thang, tu 15 ngay

r

trd xudng tinh theo ngay.
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Truong hop can bo, cong chuc la nu da huong che do ho tro co con nho dudi 36 

thang tuoi thi khong huong che do ho tro them doi voi nu.
b) Can bo, cong chuc, vien chuc duoc cu di dao tao trinh do sau dai hoc can cu 

theo quy dinh tai Dieu 5, Dieu 6 Nghi dinh so 101/2017/ND-CP ngay 01/9/2017 cua 

Chinh phu ve dao tao, boi duong can bo, cong chuc, vien chuc.
1.6. Phu cap luu tru:
Can cu theo Quyet dinh so 23/2018/QD-UBND ngay 24/4/2018 cua UBND tinh 

Bong Nai. Muc phu cap luu tru de tra cho ngubi di cong tac duoc quy dinh nhu sau:
a) Truong hop di b lai
- Truong hop di cong tac ngoai tinh: 200.000 dbng/ngubi/ngay
- Truong hop di cong tac trong tinh:

r

+ Di cac trong cung mot huyen, thi xa Long Khanh, Thanh phb Bien hba each tru 

so co quan tu 15km tro len: 150.000 dbng/ngay/ngubi.
+ Di cong tac trong tinh cac huyen: Tan Phu, Dinh Quan, Xuan Loc, Cam My, va 

nguoc lai: 200.000 dong/ ngay/ngubi; cac huyen con lai: 150.000 dbng/ngay/ngubi.
b) Truong hop di cong tac trong ngay (di va ve trong ngay)

>
+ Bi cong tac ngoai tinh: Muc chi 100.000 dbng/ngubi/ngay
+ Bi cong tac trong tinh cac huyen: Tan Phu, Bjnh Quan, Xuan Loc, Cam My, va 

nguoc lai: 100.000 dong/ ngay/ngubi; cac huyen con lai: 50.000 dbng/ngay/ngubi.
9 ^ fA f A A/- Can cu de thanh toan phu cap luu tru gbm: Van ban hoac ke hoach cong tac da

9 • A^9#A^«A*> r r Aduoc Thu trubng co quan don vj duyet va cu di cong tac, giay di duong cb dong dau co 

quan, don vi cu can bb den cong tac (hoac cua khach san, nha khach noi luu tru).
r-i-i y r A '1 • r A1.7. Tra nubc ubng cac phbng, phbng hop, Ban Giam dbc

- Hang thang, chi khoan tien tra, nubc ubng Van phbng So la 350.000 dbng/thang;
y y

cac phbng tu phuc vu la 100.000 dbng/thang, Thanh tra So la 150.000 dbng/thang;
- Nhan vien tap vu chi phuc vu dbi voi cac phbng hop, Ban Giam dbc So va cb

y r t a atrach nhiem de xuat thanh toan chi phi tra, nubc ubng theo nhu cau thuc te.
1.8. Hb tro tien com trua cho can bb, cong chuc va nhan vien hop dong theo Nghi 

dinh 61 la: 35.000 dong/ ngay/ngubi cho nhung ngay thuc te cb di lam viec. Co so de 

thanh toan la bang cham cong hang thang (Dinh kem bang chdm cong mdu so C01-HD)
Bbi voi can bb, cong chuc tham gia cac lop ly luan chinh tri. Nha trubng da hb tro 

tien an trong thbi gian di hoc thi khbng duoc huong tien an b co quan. Trubng hop nha
^ y y

trubng khbng hb tro tien an thi co quan hb tro tien com trua 35.000 dbng/ngay/ngubi.
r

1.9. Chi duy tu, bao duong, sua dura nhb thiet bi, phuong tien tai san cong
- Thuc hien khoan chi mua sam vat dung ve sinh, bao duong, ve sinh dan gam, 

dan lanh xe b to co quan la: 1.000.000 dbng/quy/xe;
• r • • '- Chi sua chuu may mbc, thiet bi phat sinh theo thuc te.
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1.10. Chi khen thuang

Muc chi theo quy dinh tai Nghi dinh so 91/2017 ngay 31/7/2017 cua Chinh phu.

1.11. Thanh toan dich vu cong cong

- Chi tien dien, niroc, nhien lieu, dien thoai co dinh, cuuc cong van, ve sinh moi tarong 

theo thuc te phat sinh;

- Chi bao chi, tap chi theo quy dinh.

1.12. Chi cac boat dong phuc loi tap the:

- Chi ho tro cong doan Ngay Quoc te thieu nhi; Tet trung thu: 200.000 dong/be 
duoi 15 tuoi con cua CBCC va nhan vien hop dong theo Nghi dinh 61; Ngay Phu nu 
8/3; 20/10: 500.000 dong/nguai;

- Chi ho tro cho CBCC va nhan vien hop dong theo Nghi dinh 161 Ngay le 30/4;
** n r r

2/9; gio to Hung Vuong; tet dirong lich tuy theo kinh phi tiet Idem duoc;

- Chi trang phuc, dong phuc cho can bo cong chuc va nhan vien hop dong 2 lan
r

trong nam muc chi tuy theo kinh phi tiet kiem duoc;

- Chi hoa sinh nhat cho lanh dao so 500.000 dong/ nguoi ; chi hoa sinh nhat cong 
chuc va hop dong lao dong theo Nghi dinh 161 duoc thanh toan tu nguon kinh phi cong 
doan bo phan Van phong So 100.000 dong/nguai;

f #

- Chi kham sue khoe djnh ky hang nam, Tham 6m can bo cong chuc va nhan vien
> r e

hap dong lao dong theo Nghi dinh 161, trong ca quan; chi hieu hy theo thuc te;

- Tro cap kho khan: Doi vai can bo cong chuc va nhan vien hop dong co hoan 

canh dac biet kho khan co dan xin tra cap dupe Truong cac phong, Cong doan xac nhan 

thi duoc ho tro 2.000.000 dong/truong hop/lan va moi nam chi duoc tro cap 1 lan;

- Chi cho cong chuc la lanh dao nghi huu, chuyen cong tac 5.000.000 dong/nguai; 
Chi cho cong chuc la Truong, pho phong khi nghi huu 3.000.000 dong /nguoi; chi cho 

cong chuc nghi huu chuyen cong tac 2.000.000 dong /nguoi; chi ho tro cho can bo,
r r

cong chuc va nguoi lao dong trong bien che khi thuc hien tinh gian bien che 2.000.000 

dong/ nguoi

- Chi ho tro khac do lanh dao So quyet dinh.

1.13. Chi boi duong doi voi nguoi lam nhiem vu tiep cong dan, xu ly don khieu 
nai to cao, kien nghi, phan anh tren dja ban tinh Dong Nai (theo Nghi quyet so 
96/2017/NQ-HDND ngay 08/12/2017)

- Doi tupng ap dung :
f A A r A A '+ Can bo, cong chuc dupe cap tham quyen giao nhiem vu hoac phan cong lam 

nhiem vu tiep cong dan, xu ly don khieu nai, to cao, kien nghi, phan anh tai Tru so tiep 
cong dan hoac dia diem tiep cong dan.

•4.<4.AA • ' 0+ Nguoi dung dau, cap pho ciia nguoi dung dau co quan, to chuc, don vi co trach 
nhiem tiep cong dan dinh ky hoac dot xuat.

- Nguyen tac chi tien boi duong:
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+ Che do boi dirang duac tinh theo ngay lam viec voi doi tirong quy dinh tai Diem 
a khoan 2 Bieu 1 cua Nghi dinh nay. Thu truang ca quan quy djnh cu the bang van ban 
danh sach nguai dirge giao hoac phan cong lam nhiem vu tiep cong dan, xu ly don thu 
de lam can cu chi tra.

+ Che do chi tien boi duong tinh theo ngay lam viec thuc te ap dung voi doi tuong 
quy dinh tai Diem b, c, d, d Khoan 2 Dieu 1 cua Nghi dinh nay

Cac doi tuong nay khi tham gia hoac phoi hop tiep cong dan, xu ly don thu tu 
50% thoi gian tieu chuan cua ngay lam viec tro len thi dugc huong toan bo muc chi boi 
duong, truang hop duai 50% thoi gian tieu chuan cua ngay lam viec thi dugc huong

^ r

50% muc chi boi duong quy dinh tai Nghi quyet nay.
- Muc chi boi duong 120.000 dong/ngay/nguoi neu chua huong phu cap trach 

nhiem theo nghe; 96.000 dong/ngubi /ngay neu dang dugc huong phu cap trach nhiem 
theo nghe.

- Co quan, don vj ngubi cb tham quyen quan ly hoac trieu tap cac doi tuong nay 
cb trach nhiem mb so theo doi, ghi chep day du noi dung va so ngay tiep cong dan, xu 
ly don thu; noi dung va so ngay xu ly don thu; viec phoi hop trong cong tac tiep cong 
dan, trong bao dam an ninh trat tu, y te tai Try so tiep cong dan, dja diem tiep cong dan, 
Hang thang, lap bang ke chi tiet so ngay thuc te tiep cong dan, xu ly don thu hoac phoi 
hgp trong tiep cong dan de lam can cu thanh toan, quyet toan.

1.14. Chi tiep khach, hoi hgp va cac khoan chi thubng xuyen khac.
Can cu theo Nghi quyet so 160/2019/NQ-HDND ngay 12/07/2019 cua Hoi dong 

nhan dan tinh Dong Nai quy djnh muc chi tiep khach nubc ngoai, chi to chuc cac hoi 
nghj, hoi thao qubc te va chi tiep khach trong nubc tren dja ban tinh Dong Nai.

r

a) Doi tuong mbi com khach: Khach thuoc cac Bo, nganh cua Trung uong; khach 
lanh dao Tinh Uy, Hoi dong nhan dan tinh, Uy ban nhan dan tinh; So Ban nganh trao 
doi cong tac voi So Xay dung thi So to chuc mbi com khach.

b) Muc chi nubc ubng (chi giai Idiat) 30.000 dbng/bubi (nua ngay)/ngubi; chi mbi 
com khach ( da bao gbm do ubng) tbi da klibng qua 300.000 dbng/01 suat.

1.15. Chi ho tro kinh phi boat dong Ban thanh tra nhan dan theo Thong tu so 
63/2017/TT-BTC ngay 19/06/2017 Quy djnh ve lap du toan, quan ly, sir dung va quyet 
toan kinh phi bao dam boat dong cua Ban Thanh tra nhan dan.

1.16. Chi trang phuc dan quan tu ve
2. Ok khoan chi ve thu phi, le phi:
Can cu Nghj dinh 120/ND-CP ngay 23/8/2016 cua Chinh phu quy dinh chi tiet va

^ r \

huong dan thi hanh mot so dieu ctia Luat phi, le phi.
a) Ngubn thu le phi nop toan bb vao ngan sach.
b) Ngubn thu phi trich de lai don vi: trich 40% lam ngubn cai each tien luong; 

60% con lai chi phuc vu cho cong tac thu phi bao gbm cac khoan chi nhu sau:
- Van phbng pham, vat tu van phbng;
- Chi sua chua thubng xuyen tai san, mua sam may mbc thiet bi phuc vu cho thirc 

hien cong viec thu phi;
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r • f\ r

- Cac khoan chi khac lien quan den viec thu phi.

3. Nguon kinh phi boat dong khong thuong xuyen: Chi chi con ngudi hop dong
161.

- Can cu Van ban so 132/SNV-QLBC&CCVC ngay 15/01/2020 cua So Noi vu 

D6ng Nai ve viec huong dan viec hop dong doi voi ngudi lao dong theo Nghi dinh 

161/2018/ND-CP
- Can cu theo hudng dan so 7011/STC-TCHCSN ngay 10/12/2019 ve viec hudng 

dan thirc hien du toan nam 2020.
- Can cu Van ban sd 914/STC-TCHCSN ngay 3/3/2020 vd viec hudng din sir 

dung kinh phi de thuc hien hop dong doi vdi ngudi lao dong theo Nghi dinh 

161/2018/ND-CP.

Chi luong va cac klioan dong gdp theo luong, che do thudng, ngoai gid...va su 
dung nguon kinh phi nay chi cac boat dong thudng xuyen theo Khoan 3 Dieu 2 quy 
dinh kem theo Nghi quyet sd 33/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan 

dan tinh.
Dieu 8. Trich lap va sir dung cac quy tir nguon kinh phi tiet kiem duoc

Xac dinh kinh phi tiet kiem duoc tir nguon kinh phi chi thudng xuyen va nguon 

Kinh phi: phi de lai don vi duoc sir dung cho cac noi dung sau:

- Dua tren hieu suat cdng tac cua timg can bo, cdng chuc, chi thu nhap tang them
a r *

trong nam chia lam 2 dot: 6 thang dau nam va 6 thang cudi nam;
A a A r A- Chi khen thudng: Chi khen thudng dinh ky hoac dot xuat cho tap the, ca nhan 

theo ket qua cdng viec va thanh tich dong gdp ngoai che do khen thudng theo quy dinh 
hien hanh cua Luat Thi dua khen thudng.

- Phan con lai chuyen ky sau tiep tuc sir dung.

III. TO CHUC THLTC HIEN

Dieu 9. Dieu khoan thuc hien

1. Quy che nay la ca sd de toan the cdng chuc va nhan vien thuc hien viec quan ly 

sir dung tai san cdng va chi tieu noi bd trong co quan, dam bao hieu qua va tiet kiem;

2. Chanh Van phdng Sd, Chanh Thanh tra Sd, cac Truong phdng nghiep vu cd 

trach nhiem trien khai quy che nay den tirng cdng chuc va nhan vien; phan cdng, giao 

nhiem vu cu the cho timg cdng chuc va nhan vien de thuc hien tot chuc nang, nhiem vu 

duoc giao;
f A • A • A3. Giao Chanh Van phdng Sd can cu tinli hinh thuc te va can ddi nguon thu chi, de 

de xuat cho mot sd llnh vuc chua cd muc chi cu the trong quy che, trinh Gram ddc xem 

de quyet dinh va cd trach nhiem bao cao cdng khai tinh hinh quan ly, sir dung tai chinh 

theo quy dinh.

4. Quy che chi tieu noi bd nay duoc thong qua va thong nhat trong tap the Lanh 

dao Sd, Ban Chap hanh Cdng doan bd phan Van phdng Sd, Truong cac phdng nghiep 

vu Sd va toan the can bd cdng chuc va nhan vien hop dong Sd Xay dung Dong Nai.
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5. Giao trach nhiem cho Ban Thanh tra nhan dan Sa giam sat, kiem tra de bao cao 

trade hoi nghi can bo cong chdc.
Trong qua trinh thuc hien neu co thay doi ve che do chinh sach, dinh mdc chi se 

dieu chinh, bo sung cho phu hop .
Quy che nay ap dung rieng cho So Xay dung, cac don vi true thuoc So phai lap 

quy che chi tieu noi bo rieng cho don vj minh./.

iCr GIAM DO
ph6 giam _

BCH CDBP VAN PHONG SO

GONG
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Man so: O.'/HHK I

I UiN!) i iNil l)( >\(i \ M ( () \ (i )1() A \ A ! K) I (III N(;illA NIK I NAM

SO \AN 1)1 NO Doc lAj) - I ir do - H:mh pln'ic

/)D//o Men. n^av lhan<’ nani JO....

DIKIN' BAN

NIK,VI TRA TINII MINI] IIOAT DONG
xi: oio bii:n so kii:m soa i ooo -

Can ciV so nhat irinh van hanh xe va chi so dong ho cong to met cua xc,

gio.......ngay......lhang..... nam 20.... Chung loi gom:

....................................Chirc vu: Chanh Van phong So

................................... Chirc vu: ..................................

.....................................Nlian vien lai xe

Mom nay, vao luc

1 - Ong (ba):.....

2 Ong (ba):.....

1 - Ong (ba):.....

Chung loi da kiem tra va thong nhal cac nbi dung nlur sau:

1. Chi’ so dong ho cong to' met ciia xe

- Thai diem kiem tra gan nhat: ngay

- Thai diem kiem tra hien tai: ngay......./........ /20

- dong so km quy ra trong thang:...........................
y \ \ t t •» r r

- Chi so dong hd Iren la so cuoi ky de quycl loan nhicn lieu cho xe va la chi so 

dan ky de lam can cir cho thang tiep thco.

2. So luong xang 95 sir dung (lit):

- Dir thing trade chuycn sang:....................

- Cap trong thang:.........................................
r

- So lieu sir dung trong thang:.....................

- Dir chuycn thang sau:.................................

3. So luong tern, ve cau daong trong thang:

Bien ban dirge lap xong vao hoi................ .

So km: 

; So km:.

/....... /20

Thanh tien:.. 

..cung ngay./.

G1AM DOC SO CHANH VAN PHONG NV. LAI XE



Man sf> 01/SNT
UBND TINH DONG NAI 

SO XAY DUNG
CONG HOA XA HOI CHU NGHIA VIET NAM * 

Doc lap - Tu do - Hanh pink

Dong Nai, ngay (hang nam 20!

SO NHAT TRiNH VAN HANH XE 6 TO CUA CO QUAN
Xe 6 to bien so kiem soat: Dinh muc khoan nhien lieu lit/100km; Dinh muc SDNL:

Chi so cong to' met dan thdng.
lit/thang

km

Chi so cong to’ met • Phi can duongQuang 
duong di 

(km)

Cung duong hanh trinh 
(Noi di, den)

Cong chiic cong lac 
sir dung \e xac nhanNgaySTT Ghi chuSoKhi So tienKhi di phieu

J

Tong Cong

NHAn VIEN LAI XELANH DAO VAN PHONG



Mlu so 02/GDXMlu s6 02/GDX

CONG HOA XA HOI CHU NGHIA VIET NAM - 
Doc Lap - Ty Do - Hanh Phuc

Dong Nai, ngay thdng nam 20

UBND TiNH DONG NAI 
SO XAY DUNG

So: /SXD-GDX

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc Lap - Ty Do - Hanh Phiic

Dong Nai, ngdy thdng ndm 201

UBND TINH DONG NAI 
SO XAY DUNG

/SXD-GDXSo:

GIAY DIEU XE 6 TOGlAY DIEU XE 6 TO 
(Luu quyen)

Kinh gui: Chanh Van phong So’ KJnh gui: Chanh Van phong So1

Can cu giay phan cong cong tac, chuang trinh cong tac dugc Ban 

Giam doc giao cho don vi/ca nhan:..........................................................

Don vi/ca nhan can giai quyet cong vice

Can cu giay phan cong cong tac, chuong trinh cong tac dugc Ban 

Giam doc giao cho don vi/ca nhan:..........................................................

Don vi/ca nhan can giai quyet cong vice

Cung during di, ve:...........................................

So xe:................................................................

Thai gian di:......giri....phut, ngay........thang

Thai gian ve:....gid.....phut, ngay........thang

De nghi Chanh Van phong Sri duyet dieu xe de tao dieu kien 

cho don vi, ca nhan thuc hien tot nhiem vu dugc giao./.

Cung during di, ve:.......................

So xe:............................................

Thrii gian di:......giri....phut, ngay

Thrii gian ve:....giri.....phut, ngay

De nghi Chanh Van phong Sri duyet dieu xe de tao dieu kien 

cho don vi, ca nhan thuc hien tot nhiem vu dugc giao./.

namthang

thang

nam

nam nam

Lanh dao don vi de nghjLanh dao don vj de nghj Chanh Van phong S6‘Chanh Van phong Sri



Mau so C01-HD
Don vj:

Bo phan:.., 

Ma QHNS:

BANG CHAM CONG

Thang nam

S6:

Ngay trong thang Quy ra cong
So Ho va ten So cong hirong luong thoi 

gian
So cong nghi khong 

luong
So cong huong 

BHXH
TT 1 2 3 31

A B l 2 3 31 32 33 34

Cong

Ngay. thang.... nam...

THU TRUONG DON V|
(Ky, ho ten)

NGUOI CHAM CONG
(Ky, ho ten)

PHU TRACH BO PHAN

(Ky, ho ten)

Ky hieu eham cong:
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