
UBND TINH DAK LAK 
Sof:.1 KE HOACH VA  DAU Tif 

CONG HOA XA HOI CHU NGHIA VIET NAM 
• Doc lap - Tu. do - Hanh pinic  

      

s6:A39 /QD-SKHDT 	 Dcik Lak , ngayAithapvianam 2018 

QUYET DINH 
Ban hanh Quy the chi tieu not bo va quail 1j,  sir dung tai san c8ng 

clia  Ke hoach va Dau tir tinh Dak Lak  

GIAM DOC St Id HOACH VA DAU TU.  

Can cir Lulat Ngan sach nha nuoc so 83/2015/QH13 ngay 25/6/2015; 
, Can cir Quyet dinh 	1047/QD-UBND ngdy 15/4/2016. 	UBND tinh flak 

LAI ve viec quy dinh chirc nang; nhiem vg, quyen han ca cau to chirc bO may dm Sir 
Ke hoach va DAu tu; Quyet dinh so 156/QD-SKHDT ngay 29/12/2017 dm So. Ke 
hoach va Dau tu ve viec ban hanh quy the lam viec cua So• Ke hoach va DAu tu; 

, Can cir Nghi dinh so 13012005/1\1D-CP ngdy 17/10/2005 ciia Chinh 	quy dinh 
the dO to chu, tiy chin trach nhiem ye sir dung Bien the va kinh phi quan 13 hanh chinh 
dOi veri cac ca quan nha ntrec; Nghi dinh 117/2013/ND-CP ngdy 07/ 10/2013 ctia 
Chinh phu sira doi, bo sung mot so dieu cua Nghi dinh so 130/2005/ND-CP; 

Can cir Thong tu lien tich so 03/2006/TTLT-BTC-BNV ngay 17/01/2006 cila BO 
Tai chinh, BO NOi vu htrong dAn thgc hien Nghi dinh so 130/2005/N1:)-CP ngay 
17/10/2005 cua Chinh phu quy dinh che dO tu chu, tkr chiu trach nhiem ye sir dung bien 
che va kinh phi quan ly hanh chinh doi vai cac ca quan Nha way; 

Can cir Thong tu lien tich so 71/2014/TTLB-BTC-BNV ngay 30/5/2014 dm BO 
Tai chinh - BO NOi vu quy dinh che dO tir chit, tkr chiu trach nhiem ye sir dt.ing kinh phi 
quan 13'7 hanh chinh doi Arai ca quan nha nuac; 

Theo de nghi cua Phu trach Van phong Si, 

QUYET DINH: 

Ditu 1. Ban hanh kern then Quyet dinh nay ban "Quy the chi tieu not bO va 
quan 13'i sir dung tai san cong" tai So. Ke hoach va Dau tu. 

Eoi&I 2. DOng chi Phu trach Van phong Sa, Chinh thanh tra, Truing cac phong 
va toan the cong chirc, vien chirc, nlaan vien thuOc Sa chiu trach nhiem thi hanh Quyet 
dinh nay. 

Quyet dinh nay có hieu lkrc ke tir ngay ky va thay the Quyet dinh so 124/QD-,- 
SKHDT ngay 31/10/2017 dm Giarn doc 	Ke hooch va Dau tu ban hanh "Quy the 
chi tieu not bO va quan 1)% sir dung tai san 

Nol 
-Nhu di6u 2(d t/hin); 
Sa Tai chinh(N bao cao); 

-SO N¢i vu (nt); 
-Kho 	NN tinh (nt); 
-GD, cac pho giam dOc; 
-Ding uji; BCHCD SO; 
-Ban thanh tra nhan clan(de Om sat); 
-Luu VT,VP(2b). 

PHO GIAM DOC 
VO NGOC TUYEN 
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UBND TINH DAK LAK LONG HOA XA HOI CHU NGHIA VIET NAM 
SO KE HOACH VA  DAU 	 Doc lap - Ttr do - Hanh pink 

QUY CHE CHI TIEU NOI BO 
VA QUAN IS( se DUNG TAI SAN CONG 

(Ban hanh kern theo Quyet dinh so 	/QD - SKHDT 
Ngay / /2018 cda Giam doc So Ke hoach va Dau.tu) 

CH'U'ONG I 

NHIYNG QUY DINH CHUNG 

Dieu 1. Pharr vi va d i tuvng ip dung 

I. Awn vi 

Quy the chi tieu not b6 va quart 1ST sir dung tai san cong (sau day goi t& la Quy 
che chi tieu n6i b0) quy dinh ye che d6, tieu chuan, dinh mix chi tieu tai chinh va quan 
11,  sir dung tai san cong dugc dp dung thong nhat trong toan 

2. Dji tuceng 

Cong chic, vien chirc, nhan vien (CC,VC, NV) cac phong thu6c SO. 

Ditu 2. Muc dich 

- Doi mui ca che quan ly tai chinh, quan lY NIA sir dung bien cite, thyc hien che 
dO to chit, ty chiu trach nhiem; dong thei tao quyen chit d6ng trong quan 13',  chi tieu tai 
chinh cua thit tnrong co quan; 

- Tao dieu kien cho CC,VC, NV trong co quan hoan thanh tot nhiem vu; 

- Sir dung tai san cong dimg myc dich, có hieu qua, theo quy dinh cua phap 104; 

- nix day viec thgc hanh tiet ki'em; ch6ng lang phi va tieu cgc trong chi tieu; 

- Tang thu nhap cho cong chdc, nhan vien trong co quan. 

DiLi 3. Can dr va nguyen tic xay dung quy c14' 

I. Can ar 

- Can cu vao Dg Wan chi ngan sach dugc giao thgc hien che d6 to chit. 

- Can cu vao chuang trinh, ke hoach cac nhiem vu duoc giao trong nam. 

- Can Cu vao che dO, tieu chuAn, dinh mire chi tai chinh hien hanh cita co quan 
nha nuOc cc') tharn quyen quy dinh; 

- Can cu tinh hinh thgc hien kinh phi qua cac nam ve chi tieu va sir dung tai san 
tai co quan. 

2. Nguyen tdc 

- Cac niCrc chi trong Quy die nay kh'Ong vuot qua che d6, tieu chua.'n, dinh muc 
chi hien hanh do co quan co tham quyen quy dinh; 
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- Phu hop voi hog d6ng dee thu dia dan vi; 

Moi viec chi tieu phai co du hod dcm, chimg tir hop phap, h9p le theo quy dinh, trir 
mkt so khoan chi thuc hien khoan khong'can hoa .dontheo quy dinh cua B6 Tai chinh; 

- Tinh hinh tai chinh hang nem phai &ivy thao luan r6ng rai, dan chu cong khai 
trong ca quan va co su tham gia kien cua to chirc cong down; 

- Viec mua sem trang thi6t bi, tai san lam vies cho Ca quan dam bao tit kiem, hie‘u 
qua, phii h9p voi nguOn kinh phi that to cua ca quan. Phai dam bao cho ca quan va 
Cong chirc, nhan vien hoan thanh nhiem vu duqc giao. 

- Cac khoan chi khong neu trong quy the nay that hien theo quy dinh hien hanh 
cua Nha nuoc 

CHUIING II 

NOI DUNG CHI TIEU 

Ditu 4. N(ii dung va dinh min chi 

1. Van phong pham, vi:n tit van phong phgc vu cong Uic thwowg xuyen 

1.1 Van phOng phdm, wit to cap theo nhu cau sti dung thz:rc to Om: 

- Cac loai cap ltru tru, gia luu tat, phut vu cho cong tac van thu luu trtit, nitre 
may photocopy, giay in, muc in may vi tinh, 	viet bang; 

- Van ph6ng pham cap cho Lanh dao So sir dung; 

- D6i voi cac nhiem vu phat sinh nhu: chuAn hi tai lieu giao Ice hoach hang nam, 
tai lieu phpc vu cho cac IcS/ h9p H6i dong nhan dan,,Uy ban nhan dan, tai lieu lam viec 
voi cac B6, Nganh Trung trang... Van phong ser de xuat mua theo thuc to tren ca so 
yeu cau cua cac phOng chuyen mon duct Giam doc hoec Pho Giam doc phu trach phe 
duyet. 

- Giay pho to tai b6 phan Van thu : Cac phOng, ding chirc, vien chirc, nhan vien 
sir dung giay photocopy phai tiet kiem, that hien ph6 to tai lieu 02 met. Hang thang ke 
toan theo dai thanh toan giay tren chi so dong ho,  ciia,  may photocopy theo tST le 60/40 
(02 met/01 met). Thai diem thanh quyet toan giay citing thai voi viec thay muc may 
photocopy. Cap them cho b6 phan van thu 01 ram giay/thang de sir dung cho may Fax 
va in an. 

- Ru bang May Fax cap theo that to sir dung theo de xuat dm van thu va có 
kien cua La'nh dao Van phong 

Cac phong chuyen mon tham gia true tip phuc vu cac du an dang hog d6ng 
tai Sie thi sir dung ngu6n kinh phi tir von d6i img de thanh toan van phong pham. 

- D6i voi Trung tam Mc tien D'au to (TTXTDT), dan vi sir nghi'ep truc thu6c So 
khi tham muu cho lenh dao phat hanh van ban trong linh vac &rye phan cong (co sir 
dung van phong pham, tern thu...) thi sir dung ngu8n kinh phi chi thtrong xuyen cua 
TTXTDT de duac bet tri,trong du toan hang nam de thanh toan. VAn thu SO. co trach 
nhiem theo 	luong,giay photocopy va van phong pham ma TTXTDT sir dung lam 
ca so. de thanh toan giay, van phong pham hang thang. 
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1.2 Van phong phdin su dung cluvc cap theo hinh thirc khoan bilng tien khong 
can hda dun theo quy clinh cua Bo Tai chinh groin: 

. - Cdc loai van ph6ng phAm nhu: but viet cdc loai, gim kep, gim bAm, ho ddn.. c16 
phvc vu cho cong tdc chuyen mon. Mirc chi 60.000 donginguari/quY. 

- Van phong phAm cho ding tdc van thu, ltru tiff phuc vu chung cho co quan tai 
b0 phan Van thu bao gom cac loai : Bang keo, ho ddn, gim barn, gim kep, but viet va 
mot so van phOng pham khdc. Mire chi 500.000 dong/quy. 

Kinh phi khoan mua van phong pham duce lap danh sach chi vao dau mai quy. 
(Kern phu luc 01). 

2. Sir dung -thong tin lien lac -

2.1. Dien thoai: 

- Dien thoai di dOng va co dinh tai nha rieng cua Lanh dao soy thanh toan hang 
thdng thuc hien theo Quyet dinh 51/2012/QD-UBND ngay 28/12/2012 dm Uy ban 
nhan dan tinh Dak Lak bang hinh thirc khodn, dOi 	Gidm dOc: 650.000d/thang, Pho 
gidm dOc: 350.0004/thang. 

- Dien thoai co dinh tai ede phong lam viec 

+ Giam dOc, cdc Pho Giam dOc 	Thanh town theo mire sir dung thtre 

+ Van thu: may Dien thoai + may Fax mire khoan : 1.080.000 dOng/nam/may. 

+ Mire khodn 1;800.000dOng/narn/01 thud bao cho cdc phong: Kinh to doi ngoai, 
Khoa gido, Van xa; Tong hop, Quy hoach. 

Mire khodn 1.500.0006ng/nam/01 thud bao cho cdc phong/b0 phan: Thanh tra 
sa; Dau thau, Tham dinh va giam sat dau tu; Doanh nghi'ep, kinh to tap the va to nhan; 
BO phan tiep nhan va tra ket qua; Dang14 kinh doanh. 

+ Mirc khoan 1.080.000d0n/nam/01 thud bao cho cdc phong hien Bang sir dung 
02 thud bao: Van phong Sor, Kinh to nganh. 

Day la mire khoan dien thoai hang nam cua cdc ph6ng chuyen mon, tnrOng hop sir 
dung qud mire khoan thi tu chi tra so vugt, truOng hgp sir dung het mire khodn thi dirge 
thanh toan phan tiet ki'em vao cuoi nam (Kern phu We 02). 

Rieng doi voi phong Khoa 	van xa, do phai kiem nhiem mot so viec dm ban 
chi dao chuang trinh muc tieu Quoc gia, neu hang nam sir dung vuert dinh mire khoan ke 
town chuKen sang thanh toan kinh phi dm Ban chi dao chtrang trinh muc tieu Quoc gia. 

2.2 Ctrac phi buu chinh, EMS: 

- Van thu phan loai cdc van ban giri di Cu the nhu sau: 

+ D6i voi van ban giri di a biet (khong xir IY): van thu c6 trach nhiem tong hop 
va giri buu dien bang tern thuOng vao cuoi mai ngay lam viec; 

+ Doi voi van ban khAn gun cho cdc So, ban, nganh trong not thanh phO BMT: 
bao ve di giri true tie'p; 
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+ DOi vai cac van ban giri cho cac Doanh nghiep (thong bao do phong Dang ky 
kinh doarih phat hanh), BO, nganh Trung cong, cac Huyen trong tinh, c6 not dung quan 
trong, yeu cau dam bao thi gir bang tern so; 

DOi voi van ban, btru kien... giri cho cac BO, nganh mang tinh chAt bao met, 
you cau den ten tay ngu6i nhan va th6i gian gap, cac phong chuyen mon phai CO de xuat 
giri lanh dao Van ph6ng duyet: giri chuyen Oat nhanh (EMS). 

- Xang dung de giri ding van tnrc tiep dugc tinh nhu sau: 

(SO km thkrc te)*(3 lAn)*(dinh mfic xang 30km/lit)*(don gia xang tai theri diem 
sir dung). 

Tat ca cac hinh thirc giri ding van not tren nhan vien Van thu thirc hien vao cuoi 
moi ngay de giao cho nhan vien Btru dien, phai c6 dOi chieu ve so luting va ky giao 
nhan giaa 02 ben, CO xac nhen cua lanh dao Van phong. CuOi thong, nhan vien Van thu 
tong hop chirng tir va chuyen cho Ke toan de thanh toan cho Buu dien bang hinh thirc 
chuyen khodn. 

2.3. Cu& phi cho ?Jiang Internet, ding thong tin doanh nghiep: 

Cugc phi cho mang Internet, cong thong tin doanh nghiep thanh toan theo thuc to 
sir dung. 

3. Quern ly va dyn,g may Scan, photocopy 
- Xir ly Van ban di, den thkrc hien bang phan mem quan lY van ban, cu the: 
+ Cong van den: Sau khi nhan cong van den, van thu dOng clAu cong van den va 

nhep true tiep vao phan mem quan ly van ban, sau d6 Scan van ban vao chuang trinh 
quan ly chuyen den lanh dao phe duyet giri cho cac phong xir 13%. 

+ DOi vgi van ban phat hanh chi photocopy dung so lacing theo noi nhan, rieng 
giay m6i hop (nOi bO) chi photocopy giri cho nhang phong tham gia va Lanh dao chit 
tri. Cac thong tin lien quan den cac cuOc hop van thu phai kip thai dua len man hinh ca 
quan de theo dOi; 

- Viec photocoppy tai lieu thkrc hien in 02 met va chi phut vu cho ci~na viec 
chung cat co 

4. v'e quern 0 ste dyng dien, nu*, may phat dien 

- Sir dung bong den chieu sang vira du de lam viec, cac phong ten dung anh sang 
to nhien de lam viec. 

- Khi het thoi gian lam viec hoc khong lam viec ayhOng CC,NV ph.di tat toan 
130 cac thiet bi sir dung dien tong phong lam viec. May diet.' hoer chi dimg khi nhiet do 
moi twang tren 30°C va de a che dO 26°c. May dieu hoer tai HOi tru6ng chi ma truac 
khi hop 5 philt. 

- Cong chirc, nhan vien phai neu cao y thirc to giac trong viec tiet kiem sir dung 
ntrac, dee biet khi sir dung he thong ve sinh, nett phat hien re) ri nuac co the to khac 
phkic hoc bao cho Van phong de sua chfra. 

- Het gi6 lam viec, bao ve co quan co trach nhiem cat toan bO he thong dien cua 
nha lam viec. Tru6ng hop cac phong chuyen mon c6 nhu cau lam viec ngoai gi6 phai 
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bdo vori lanh dao Van phong de giao cho Bao ve cap dien va theo dOi vi'c sir dung 

- Viec quan b",  va sir dung may phat din nhu sau: 

+ Van phong Su co trach nhiem quan ly, sir dung, duy tu, bao during may phat 
d*1 theo yeu cau ky thuat,cita nha san xuat. 

+ Thai gian chay may phat 	Khi c6 lich cup din thai gian chay may phat 
toi da la 03 gib.  &right,' vao buoi sang, cac phong c6 ke hoach sap xe'p 1)6' tri cong vi& 
de 'loan thanh nhim vu. Throng hop dac biet phai coy kien cua Lanh dao so. 

- Dau, nhat dung de chay.may phat dien phuc vu ding tac dugc thanh loan theo 
thuc te. 

5. Quan ly va sik dung xe 0 to 
- Xe o to phuc vu cho cac doi Wong di ding tac dugc qui dinh tai Quyet dinh so 

32/2015/QD-TTg ngay 04/8/2015 ciaa Thu tuong Chinhphii. Cu the : 
+ Doi vai cac chirc danh lanh ciao c6 he so phu cap chirc vu tir 0,7 tra len (Giam 

doc+ Ph6 giam doc) dugc bo tri xe o to khi di ding tac each try so ca quan tir 10 km 
tra len (kh6ng b6 tri xe dua don tir not 6.  den not lam v*). 

- Cac phOng khi co nhu cAu di ding tac bang xe 0 to phai co k6 hoach cong tac 
da dugc Giam doe hoac Pho Giarn so,doc php trach khoi phe duy't giri cho Van phong s 
vao cuoi ngay thir sau hang tuan de tong hop va b6 tri xe (Trir twang hop dOt xuat). Ke 
hoach phai ghi ra so luting ngubi di, thOi gian di, .dia diem den slam vi&. Tr'en co.  dO 
Van phong dieu xe co six ket hop vai cac phong khac co nhu cau di cong tac tren ding 
dia ban huyn, hoc tren ding tuyen duang de han the so luong xe di ding tac. 

- Nhien lieu dung de chay xe oto phuc vu cong tac thanh Wan theo dinh mire tieu 
chuAn ky thuat cua tin-1g loci xe dugc quy dinh tai Quy6t dinh so 04/2012/QD-UBND 
ngay 15/3/2012 oh US,  ban nhan dan tinh Dak Lak. 

- Lai xe dugc tam irng tin rot a chil dOng mua nhien lieu phuc vu cong tac. 

- Chi phi rira xe o to va va lOp dugc khoan cho lai xe: 200.000 dOng/thang. 

- M8i chuy6n di ding tac lai xe phai ghi so km dAu va so km cutli tren le;nh diL 
xe o to de xac dinh so km xe chay va dugc nguai sir dung xe xac nhan ngay trong nhat 
trinh sau khi ket thfic chuyen ding tac. 

- Lai xe phai 14/, dong dAu xac nhan tai not d6n lam vi& vao 1@lh diL xe lam 
chirng tit thanh toan. 

-s 	duy tu, bao dtrOng, bao tri xe to thuc 	theo ch6 dO quy dinh hien 
hanh ye ky thuat sir dung xe, may va dugc Giam doc hoc Pho Giam doc So phu trach 
Van phong phe duyt, lai xe thuang xuyen cap nhat tinh hinh sira china xe vao so theo 
dOi. 

Trong truOng hop do yeu cAu cong vi& phai mixon xe dm co quan khac thi 
thanh toan nhien lieu theo dinh mire ciia co quan do (tren co so quy dinh tai Quyet dinh 
so 04/2012/QD-UBND ngay 15/3/2012 dm US/ ban nhan dan tinh Dak Lak). Throng 
hop thue xe de phuc vu hoat dOng co quan thi thanh toan theo gia hop d'ong ky k6t. 
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6. ,Thanh loan khoan kink phi sti dung pluton Wen cong  
D6i voi can b6, cong chirc, vien chirc kh6ng có .tieu chuan dugc 136 tri xe to khi 

di cong tac, nhung neu di cong tac each trp sec ca quan tir 10 km troy len ma tu tirc bang 
phuong tien ca nhan cira minh thi dugc thanh toan khoan tien to tirc phuang tien, mire , 
tinh: 1.00km/3 lit (mire khoan nay bao 	ca khau hao va hao mon xe). 

7. Cling tac phi, hOi nghi 

- Thuc hien,  theo Thong to so 40/2017/TT-BTC .ngay 28/4/2017 dm B6 Tai 
chinh Quy dinh the d6 cong tac phi, the d6 chi hOi nghi va Nghi guy& so 30/2017 -!\l().- 
H..DND, ngdy 1 1 	20170/ 	clia H6i (long nhan dan trn.h 	Lak ve quy dinh mire chi 
the d6 cong tac phi, che.d6 chi h6i nghi tren dia ban tinh Dak Lak, mot so not dung cu 
the sau: 

7.1. Cong tac phi 

a. Tieu chuan di cong tac bang may bay 
- Tieu chuan dugc thanh toan ye may bay : 
+ Hang ghe thuong: Danh cho cac chirc danh can b6, cong chirc co he so phu cap 

chirc vu tir 0,7 tr6 len. Trong truong hap that can thiet chuyen bay khong con hang ghe 
thuOng thi dugc mua hang thuang gia nhung phai dugc Giam doe seriph() giam doe php 
trach van ph6ng quyet dinh. 

+ Cac chirc danh Cong chirc, nhan vien (CC,NV) khac thi tuSi vao tinh chat cong 
viec va tinh cap bach cua chuyEn cong tac Giarn doe sa/pho giam doe php trach van 
phong ph'e duyet chir throng cho can b6 di cong tac bang may bay trirrc tiep tren giAy 
m6i hop/cong van trieu tap. 

Trueyng hop CC, NV khi di cong tac khong du tieu chuan ma khong dugc Giam 
dOc solpho giam dOc php trach van phOng cho chti twang di bang may bay; nhung van 
di bang may bay thi dugc thanh toan tien ye nhu sau: Neu gia ye may bay thap hon gia 
ye phuong tien cong cong thi thanh toan theo gia ye may bay, neu gia cao hon phuong 
tien giao thong cong cong thi thanh toan bang gia tien tau xe thong thuong theo tuyEn 
clueing deg tac. 

- Chimg tir va mire thanh toan: Theo gia ghi tren ye, hoa don mua ye, hoc giAy 
bien nh5n cira chit phuong tien; gia ye khong bao,gom cac chi phi dich v1,1 khac nhu: 
Tham quan du lich, cac dich vu dac bit theo yeu cau. 

Rieng chimg tir thanh toan ye may bay hoc sir dung may bay nhung thanh toan 
bang gia ye 6 to theo tuyen duerng di thi ngoai cuOng ye (hoac ye dien tir) phai kern 
theo the len may bay. 

b. Phu cap Luu trti: 
Phu cap luu till la khoan tien ho trg them cho ngtreri di cong tac ripai tien 

ltrang do co quan,, 	 , don vi cu ngtreti di cong tac chi tra, dugc tinh tir ngay bat dau di 
cong tac den khi ket thirc dot cons tac tra ve co quan, don vi (bao 	theyi gian di tren 
&rang, thi gian luu tru tai not den cong tac). 

Van phong Ser quan ly, cap giAy di du6ng cho CC,NV dugc cir di cong tac trong 
va ngodi tinh theo sir phan cong cua thu twang don vi. 

Thanh toan phu cap luu tru theo cac hinh thirc sau: 
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bl. Khodn phy cap Itru tra not tinh (Kern phti luc 03) 

- Mdc khoan cong tac phi: 600.000d9ng/thang/phong cho cac phong: DAu thau, 
Tham dinh va giam sat du tu; Kinh to nganh; 'Ring hop, Quy hoach; Khoa giao, Van 
xa. 

- Khoan 300.000 d/thang cho b6 phan ke toan, thu quy di giao dich ngan hang, 
kho bac... 

Mirc khoan ten day dp dung cho cac phong cu CC,NV di cong tac theo ke 
hoach thuang xuyen cua ph6ng. 

b2. Thanh loan phy cap hru tra cho CB,CC 

- Mirc phu cap ltru tit di cong tac ngoai tinh : 200.000 dong/ngay. 

- Di cong tac cac huy'en, thi xa trong tinh, mire chi: 100.000 dingayingtrai. (Dinh 
mire nay Ai) dung thanh toan cong tac phi bang nguon kinh phi to chi].) 

- Di cong tac tren bien, dao, mix chi: 250.000 dongingay/nguai. 
- CB,NV di cong tac cho cac chuong trinh, du an dm So., mire chi: 

150.000d/ngay. (Dinh mire nay ap dung thanh toan tir nguon kinh phi khan& tir 
Twang hop phai di cong tac d6t xuat nhu lam cong tac van Ong quan chiing tai 

Buon ket ngifia; tham gia cac chien dich va mot so nhiem vu d6t xuat do yeu cau cua 
cap tren thi thanh toan theo thuc to cho timg dot cong tac dO. 

c. Thanh town tien thue phong nghi tai noi dtn cong tic: 

cl. Khodn tien thue phbng nghi : 
- Di cong tac a quan, thanh pho thu6c thanh pho tivc thu6c trung 'lung va thanh 

pho la do thi loci I thu6c tinh, mirc khodn: 400.000 dOngingay/ngtrai. 

- Di cong tac tai huyen, thi xa thu6c thanh pho tnrc thu6c trung uang, tai thi xa, 
thanh ph9 con lai thu6c tinh, mire khoan: 250.000 dOngingayingtrari. 

- Di cong tac tai cac huy@l trong tinh DAk Lk, muc khoan 100.000 dOngingayingtrai. 

Tnrang hop CC,NV di cong tac do phai hoar' thanh cong vies den cu9i,  ngay, 
hoc do chi clang 14 &roc phuang tien di lai (ye may bay, tau, 6 to) tir s  18h den 24h 
ding ngay, thi duot thanh toan tien nghi 	nira ngay nghi them UM

, 
 da bang 50% mix 

thue, khoan phOng tuang img; khong thanh toan tien khoan thue phong nghi trong thai 
gian di qua dem tren tau h6a, tau thiiy, may bay, 6 to... va cac phuang tien di lai khac. 

c2. Than/: loan bang !Ida dow thyv 11 
Trong truang hop nguai di cong tac khong thanh toan theo hinh thirc khoan thi 

&roc thanh toan theo gia thue phong thuc to (co hoa don hop phap) do Giam doe Sof 
duyet theo tieu chuan thue phong nhu sau: 

- Di cong tac tai cac qu'cjn, thanh pho true thu.oc Trung stung va thanh pho la do 
thi logi I thuOc tinh 

+ Can b6 lanh dao c6 he so phu cap chic vu tir 0,9 den duai 1,25 va cac chic 
danh Wang duang. Mire thue phong nghi tai da 1.000.000d/ngay/phong theo tieu 
chuan 2 nguai/phong. 

8 



+ Can 1)8, cong chirc con lai: Mire thue phong nghi t6i da 900.000d/ngay/phong 
theo tieu chuAn 02 ngtroi/phOng. 

- Di cong tic tai cac viing con lai: 
+ Can 1)8 Minh dao c6 he so phu cap chirc vu tir 0,9 den &till 1,25 va cac chirc • 

danh arcmg duang. Mirc thue ph6ng nghi t6i da 700.000/ngay/phong theo tieu chu'an 2 
ngtreci/phong. 

+,Can 138, cong chirc con lai: Mire. thue phong nghi toi da 600.000 dingdy/phong 
theo tieu chuAn 02 ngtr6i/phOng. 

Rieng doi vii cac huyen, thi xa tai tinh Dak Lak mirc chi thanh toan tier ngti 
theo h6a don thqc t6 tot da kh6ng qua 300.000d8ng/phOng/dem d6i \Ted 02 ngtrOi, 
khong qua 200.000 ding/phong/ dem d8i vii 01 ngtrOi. 

Throng h9p di cong tic nit minh hoac doan cong tic co le ngtrOi hoac le ngtroi 
khac gi6i, thi dugc thue phong rieng theo mirc gia thue ph6ng thlic to nhung t6i da 
khong &roc vuo:t mire tien thue ph6ng cua nhung nguei di ding doan (theo tieu chuan 
2 nguoi/phang); 

TnrOng h9p can b8, cong chirc &roc dr di cong tic ding doan vii cac chirc 
danh lanh ciao c6 tieu chuan thue phong khach san cao hon tieu chuan cua CB,CC, thi 
duce thanh toan theo mirc gia thue phong thgc to cua loai phOng tieu chuan tai khach 
san not cac chirc danh lanh dao nghi va theo tieu chuan 2 ngtroi/phong; 

Tnrang hop CC,NV di ding tic ma co quan, don vi noi,  den da chi tra tien thue 
ch8 nghi, thi nguoi di cong the khong throe thanh toan khoan tien khodn, thue chiS nghi. 
Neu Oat hien nhung truerng‘hop can 1)8 d

e 
co quan, don vi not den cong tic bo 

tri cho nghi khong phai tra tien nhung van de nght co quan, don vi stir di cong tic thanh 
toan khoan tien khoan thue cho nghi, thi ngugi di ding tic phai 	lai so tien da thanh 
toan cho co. quan, don vi &mg that phai bi xir 19 k9 luat theo quy dinh ctia phap luat ve 
can b8 cong chirc. 

7.2. Chi WO nghi 

- Mirc chi 1113 tro den an cho dai bieu la khach mei khong thu8c dien huang 
Krung tir ngan sach nha nuac, don vi sir nghiep cong lap va doanh nghiep theo mirc 
khoan nhu sau: 

D6i vai cac cu8c h9p to chirc tai TP Ban Ma Thu8t, thi xa Buon H8 va tai 
Trung tam cac huy'en, mirc chi he; tro tier' an 130.000 dOng/ngayinguOi, trong man 
hop mire chi neu tren kh8ng du thi Van phong de xuat vii Lanh dao So' dtroc chi them 
tai da 30% mirc khoan neu ten. 

Chi giai khat girra gia.: 40.000 d6,ng/91 ngay /dai bieu 
Kit so not dung khdc 	quan den to chirc 1-18i nghi thuc hien theo Thong to so 

s6 36/2018/TT-BTC ngay 30/3/2018 cila 138 Tai chinh huang an lap du toan, quan 19 
va sir dung kinh phi danh cho ding tic dao tao, boi duang can 'DO, cong chirc, vien 
chirc. 

8. Di cong tic nu* ngodi 
Thvc hien theo Thong to 102/2012/TT-BTC ngay 21/6/2012 quy dinh the d8 

Cong tic phi cho Can 1)8 cong chirc nha nuac di cong tic ngan han a nuac ngoai do 
nha nuac dam bao kinh phi. 
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9. Chi phi thug =Tow 

Chi phi thug mtran a lam mot s6 cong viec phvc vu co quan khi can thiet duvc 
xem xdt xir 13",  trong tong twang hop cu the voi mirc thug &roc thoa thuan, gia ca hop 
ly theo timg tiled diem va duge Giam doe solpho giam doe phv trach van phong phe 
duyet. 

10. Trdch nhiem quan If), sir dung tai san 

Cac ph6ng c6 trach nhiem quan ly, sir dung the tai san dirge giao, tranh mat mat, 
hu hong. Tnrang hop hu hong do khach quan thi chi phi sira chila do co quan thanh 
toan. Nguoc lai neu do 16i dm phong sir dung chi phi sira chila se duge khau trir vao 
phan thu nhap tang them cua ph6ng do. 

11. Chi phi nghiep vu chuyen mon 

- In An bi thu, cac loci s6 sach phve vu cong tac van thu, van phong thanh toan 
theo thkrc te. 

- Trang phvc thanh tra vien thus hien theo quy dinh hien hanh. 

- Sach chuyen mon, tai lieu tham khao, thong tin phvc vu nghien cuu &roc mua 
phii hop vai yeu cAu cong viec va duge Giam d6c hoac Pho Giam d6c phv trach van 
phOng phe duy'et. 

- Thanh toan the dO thkrc hien cong tac ph6 bien, gido dvc phap luat theo quy 
dinh tai Nghi quyet s6 122/2014/NQ-HDND ngay 18/7/2014 ciia HOi d6rig nhan dan 
tinh. Khi thanh toan phai co nhat ky va xac nhan ciia Van ph6ng. 

Thanh toan chi,  phi xay dung va hoan thien van ban quy pham phap luat cua 
HOi (long nhan dan NIA Uy ban nhan dan theo che dO. Dinh mire chi thue hien theo Nghi 
guy& 28/2017/NQ-HDND ngay 11/10/2017 dm HOi  d6ng nhan dan tinh Dak Lk ye 
viec quy dinh mirc phan b6 kinh phi ngan sach nha nuac bao dam cho ding tac xay 
dung van ban quy pham phap luat va hoan thien he thong phap luat ten dia ban tinh 
Dak Lak va Th6ng to s6 338/2016/TT-13TC ngay 28/12/2016 dm BO twang B6 Tai 
chinh quy dinh lap du toan, guar) ly, sir dung va quyet toan kinh phi ngan sach nha 
nuac dam bao cho cong tac xay dirng van ban quy pham phap luat NIA hoan thien he 
thong phap luat; 

12. Chi di) lam them gia 
Cong chirc, nhan vien phai lam them gia de thkrc hien cac cong viec d6t xuAt 

theo chi dao cua Giam doe hoac ph6 giam doe phv trach khoi thi phai cham cong, neu 
rO not dung cong viec, thi gian lam viec, so luting ding chic tham gia, tnrang phong 
ky va lanh dao Van phong xac than de Ke toan lam thu tvc thanh toan theo quy dinh 
hien hanh. 

13. Chi cong tcic dao tuo: 

Can b6, cong chirc khi throe co quan cir di dao tao b6i duang, thkrc hien theo 
Thong to huong dan s6 36/2018/TT-BTC ngay 30/3/2018 dm B6 Tai chinh huang dan 
lap du toan, quan 1y va sir dung kinh phi danh cho cong tac dao tao, 136i duOng can b6, 
cong chirc, vien chirc. 
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14. Ceic khoan chi khtic 

- Chi tien ntreic d .-1g: 30.000 d'ongingtroi/thang chi trkrc tiep cac phOng (Kern 
pity luc 04). 	, 

Ntrik Ong phut vu cac cuOc h9p do Si to chirc, tiep khach cua Giam d6c, cac 
Pho Giant doc va Chanh Van phong So &roc thanh toan theo thkrc te. 

- Chi h'64  try va cac khoan chi khac do Giam de)c Sa guy& dinh. 

15. Thank loan the ato nghi phep cho Cong ch fic, nhan view (CC,NV) 

15.1. Dai twang duac thanh town tien phtrang lien cli lai; tien phu cap'  di chremg 
khi nghi phep hang nam  

Hang nam CC,NV phai da,ng 14 hoach nghi phep vai truifrng phong, sau do 
•cac phong giri ve Van phong so. de tong h9p theo 

DOi vOi CC,NV co du,  dieu kien duoc nghi phep hang nam theo phap luat lao 
dOng quy dinh, &roc Giam doc SO. (long y cap giay cho di nghi pile]) nam de tham vq 
hoc chong; con; cha, me (ca ben chong hoac ben vo) bi Om dau, bi chet. 

a. Chi da thanh loan tien phuang lien di lai; tien phu cap cli &rang va MI:f C 
thanh loan khi nghi phep hang nam 

- Cho' de? &roc thanh toan: Dugc thanh toan tien phu cap di throng (tuang duo'ng 
voi mitt phu cap luu tru theo che do cong tac phi hien hanh) va tien phuang tien di lai. 

- Tien phuang tien di lai bao g6m: Tien phuang tien van tai (trir phuang tien 
may bay) dm to,  chirc, nhan kinh doanh van tai hanh khach theo quy dinh 	phap 
luat bao 	tien phuang tien chieu di va ve tit nha den ga tau, ben xe; ve tau, xe van 
chuyen den nai nghi phep va theo chieu nguoc lai. 

- Mirc thanh toan: Theo gia ghi tren ye, hod don mua ye; gia ye khong bao gom 
cac chi phi dich vu khac (Tham quan du lich, cac dich vu d4c biet theo yeu cau). 
TruOng hop CC,NV di nghi phep sir dung phuang tien la may bay khi,  co ye hop phap 
se &roc thanh toan 	da theo gia cu.& van tai khach ding cong bang phuang tien 
dtrOng bO, dueng sat, dung they phu h9p vOi tuyen &rang di nghi phep. 

TruOng h9p ngtrOi di nghi phep nam ket hop giva di cong tac va nghi phdp, tham 
nguari than thi chi thanh toan tien phu cap di dueng va khong duct thanh toan tien tau 
xe di phep do da duct thanh toan trong ding tac phi. 

b. Dieu ki en, thai han thanh loan 
- Tien phuang tien di nghi phep hang nam chi dtroc thanh toan moi nam mot 

lAn. 
- Cong chirc, nhan vien co the them thuan voi Lanh dao so' de nghi gop toi da ba 

nam mot lan va chi &roc thanh toan mot Ian tien nghi phep nam theo quy dinh. 

c. Thu tyc chti-ng tic thanh loan 
- Ve,tau, xe, may bay ... 
- Giay nghi phep nam do Giam doe so cap, c6 xac nhan cua dia phuang nai nghi 

phep. 
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- Throng hap nghi phep a di tham, cham sac ngueri than trong gia dinh: phai co 
don va (kw chinh quyen dia phucrng nai than nhan cu tru hoR ca so.  y to xac nhan c6 
ngueri than bi om dau di dieu tri a ca ser y te, dieu tri dai han tai nha, ho4c bi chat. 

15.2. Doi twang Avec thanh toan tien lurmg, hoac tien boi duffrng cho nhung ngay 
clum ,nghi phip hang nam theo phap lueit quy Binh nhung chua nghi hoac chua nghi 
het so ngay nghi hang nam:  

so 
toan tien luang hoac tienb6i dtreing d61 	tnrong hgp CC,NV chua nghi 

het  ngay phep theo quy dinh nhung do yeu cau tong v*, ca quan kh6ng 1)6 tri 
dugc thoi gian cho CC,NV nghi phep, hoSc bo tri khong du so ngay nghi phep theo 
quy dinh, thi co quan, don vi quyet dinh vi& chi tra tien bei duOng cho CC,NV nhung 
ngay chua nghi phep hang nam. 

a. Dieu kien, theri han thanh toan 
- Do yeu cau ding v*, co quan, don vi khong 1)6 tri dugc theri gian cho 

CC,NV nghi phep. 
- Co don xin nghi phep nhung dugc Gian4 dot So xac nhan do yeu cau ding 

visc nen khong b6 tri dugc thoi gian cho CC,NV nghi phep nam hoSc khong b6 tri du 
so ngay nghi pile]) nam. 

b. Mz:tc thanh toan va theri gian chi tra 
Hang nam can cu kha nang ngu6n kinh phi, can dr tong so ngay chua nghi phep 

nam cua CC,NV; Giam d6c set quyet dinh ho trq tien boi &rang cho CC,NV chua nghi 
phep nam hoSc chua nghi du s6 ngay nghi phep nam. 

Mirc thanh toan: bang mdc lucmg ngach bac hiL huemg hang thang va do 
Giam doe Ser quyet dinh. 

- Theri gian chi tra: Dtrgc thuc hiL mot lan trong nam va &Jac quyet toan vao 
nien d6 ngan sach hang nam theo quy dinh dm Lust Ngan sach Nha ntrac. 

Cac not dung khac thuc hiL theo thong tu 141/2011/TT-BTC ngay 20/10/2011 
va Thong tu 57/2014/TT-BTC ngay 6/5/2014 sfra d6i, b6 sung mot so dieu dm Thong 
to 141/2011/TT-BTC. 

CHVONG III 
PHAN PHOI THU NILZ.03  NGUON TIET KItM 

Ditu 5. Nguiin kinh phi tiet ki0-1 hang Wain duvc phan 1)6 nhu. sau 

I. Nguan kinh phi tiet kiern do tinh gian bien che: Dugc b6 sung 100% vao thu 
nhap cho CC,NV hang nam. 

2. Nguon tiet kiem chi hanh chinh: 

Trong truerng hap ngu6n tiet kiLl chi hanh chinh se') ti& kigm con lai dtrai 70 
triL dong thi khOng trich cac quy ma b6 sung 100% thu nhap cho CC,NV. 

- Neu ngu6n ti& kirn chi hanh chinh con !al tren 70 triti thi ty le trich nhu sau: 

+ Trich lap quy thi dua khen thuang, quy pink lgi: tai da an 30% 

+ B6 sung thu nhap cho CC,NV trong nam: 70% tra len 
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3. Nguan thu &roc trich lai tir viec thu phi, le phi 

- SO kinh phi tir nguon thu phi, le phi chuyen sang dUng de bo sung chi hoat 
sau khi sir dung n6u kinh phi con lai se trich vao quy,khen thuang va chi tang thu 

nhap cho CC,NV. TS,  le trich lap cac quy va mire chi cu the do Lanh dao Sa quyet Binh 
can cir vao tinh hinh kinh phi hien c6 vao cuoi nam tai chinh. 

Ditu 6. Chi quy Phtic 
Chi 118 try them cho CC,NV nhan cac ngay le, t6t, tham hOi cac gia dinh chinh 

sach va mot so throng hop dac biet khac do Giam doe Sa quyet dinh. 

Ditu 7. Phanph6i thu nh4p 
Can cir vao so tien tiet kiem duce sau khi trich lap cac guy, Giam doe Sa quyet 

dinh mire chi thu nhap tang them cho CC,NV bang hinh thirc tra true ti6p cho ca nhan. 
Mire chi thgc hien theo quy dinh hien hanh. 

7.1. Dai vai cong chirc, nhein vien huong Luang tie ngan sach Nha nu& 
Viec phan phoi thu nhap duvc xac dinh theo ket qua xep loai CC,NV. Viec xep 

loai A, B, C lay theo tieu chi phan loai cong chirc hang nam. Cu thL Loai A tuang 
&rang vai loai "Hoan thanh xuat sac nhiem vu", loai B t-uang &rang vai loai "Hoan 
thanh tot nhiem vu" va loai C tuang &rang vai loai "Hoan thanh nhiem vu nhung con 
han che ye nang luc". 

He so de tinh tang thu nhap do Giam d6c .S6( quyet dinh sau khi c6 tham van cila 
cac Ph6 giam 	va twang cac to chirc doan the trong ca quan. 

7.2. Da i vai hop cljng, lao Ong vu viec 
Dtryc • tra mot phan thu nhap theo phe duyet ctia Giam d6c Sa tix nguOn kinh 

phi ti6t kiem duac. 

Cac phOng .binh xet cong khai va xep loai vao cu6i nam de Giam d6c Sot xet 
duyet lam ca sa cho viec phan ph6i thu nhap Ca nam. 

CHIIONG IV 

TO CI-ItrC THIXC HItN 

Dieu 8. Phan cong trach nhiem
- Cac (long chi Giam doe, Pho Giam doc Sa phi trach cac ph6ng c6 trach nhiem 

don d6c, kiem tra viec thuc hien binh bAu xep loai hang nam cua cac phong chuyen 
mon. 

- Tnraeng cac pilling CO trach nhiem triL khai viec thuc hien Quy ch6 nay a 
phong minh phi trach. 

- Ban chap hanh Cong doan co trach nhiem phi hop va giam sat viec thuc hien 
Quy 

Ban thanh tra nhan dan CO trach nhiem giam sat kiem tra viec thuc hien quy 
ch6. 
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- Van ph6ng So co trach nhi'Om theo dOi trien khai thuc hiOn quy che, tong h9p 
tinh hinh thizrc hiOn va bao cao Lanh dao So nhang vtrOng mac de chi dao kip th6i. 

Dieu 9. To chin thuc hi0 

Quy the Chi tieu nOi bO va quan ly tai san ding da dirge cac to ehirc, ca nhan 
CC,VC, NV So Ke hoach va ?au ttr tham gia gOp y dan chtl, cong khai va thOng nhat 
dua vao trier' khai thijc hiOn ke tir ngayA 9/12/2018. 

Cac not dung khac chua dtrac quy dinh tai quy the nay thi thuc hi8n theo cac van 
ban hiOn hanh. 

Trong qua trinh thuc hiOn CO van de gi vtrong mac, can,  thay doi,cho phit hap vai 
tinh hinh thuc to tai ca quan, Van phong so co trach nhiOm d8 xuat, diet' chinh, bo sung 
lay St kien ctia CB,CC,NV va thong nhat vod to chirc Cong doan trinh Giam doc So 
xem xet quyet dinh. 

Quy the nay co hi8u hrc thi hanh ke to ngay 
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(Kent theo guy i.,t dint! 8 9/QD- SKHDT %thy A g 12/2018 ctia Giritn tlac So Ke hoach vi flfrtt Itt) 

Phu lkic 01 
Dinh mti.c khoan chi Van phong phAm 

DVT: d6ng 

TT Ten dan vi/phang S6 lugng 
CBCC hie;ri có 

. 	Dinh 
mirc/nguediqu)%  Thank tin Ghi cho 

1 Phong TOng hop, Quy hoach 7 60.000 420.000 

2 Phong Khoa gia.o, van xa 5 60.000 300.000 

3 Phong Kinh t6 nganh 4 60.000 240.000 
4 Phong DN kinh t6 t4) the \fa 'Fix nhan 4 60.000 240.000 
5 Phong Thanh tra So.  5 60.000 300.000 
6 Phong DAu th'au,Thm dinh & GSDT 4 60.000 240.000 

7 Van phong So.  10 60.000 600.000 

8 Phong Kinh t6 Doi ngoai 6 60.000 360.000 
9 Phong Dang k kinh doanh 5 60.000 300.000 

10. Van thu Ser 1 500.000 500.000 

TOng Ong 51 3.680.000 
Ghi chit: Hang ky thank loin chE d khocin theo so Bien cite co mat lilac t". 

's> 
Phi' by 02\14  

\FT\ 

Dinh min khcqin chi cu.O.c phi din tho4i 

DVT: d6i 

TT Ten don vi/phong Ghi So luting 
thue bao 

Dinh 
mac/thang 

Thanh 
tien/nam 

chu 

1 Phong Tang hop, Quy hoach 1 150.000 1.800.000 

2 Phong Khoa gido,,van xa 1 150.000 1.800.000 

3 Phong Kinh t6 Doi ngoai 1 150.000 1.800.000 

4 Phong DN kinh to Op th6 va to nhan 1 125.000 1.500.000 

5 Phong Thanh tra So• 1 125.000 1.500.000 

6 Phong DL th'au,Thai clinh & GSDT 1 . 	125.000 1.500.000 

7 B'0 p4'n tiep nhlan va tra ket qua 1 125.000 1.500.000 

8 Phong Kinh to nganh 2 90.000 2.160.000 

9 Van phong So' 2 90.000 2.160.000 

10 Phong Dang k)",  kinh doanh 2 90.000 2.160.000 

11 May Fax Van thu.  1 90.000 1.080.000 

T6ng Ong 18.960.000 
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Phy luc 03 

Dinh rnfrc khoan chi Cong tac phi 

DVT: d6n 

TT Ten don vi/phong 
Dinh mire 

/thang 
S6 

thang/q4 
Thanh titn Ghi chti 

1 Phong T6ng hop, Quy hoach 600.000 3 1.800.000 
2 Phong Khoa gido, van xd 600.000 3 1.800.000 
3 Phong Kinh to nganh 600.000 3 1.800.000 
4 Phong DAu th'L,ThAm dinh & GSDT 600.000 3 1.800.000 - 
5 Ke toan, tini guy 300.000 3 900.000 

TOng cOng 8.100.000 • 

Phu lyc 04 

Dinh min chi tin nu.frc cho CC,NV 

DVT: don 

TT Ten don vi/phong S6 luvng 
CBCC hi0 c6 

Dinh 
mircingutti/quy Thanh tin Ghi chi' 

1 Phong Tiing Nip, Quy hoach 7  90.000 630.000 

2 Phong Khoa gido, van xa 5 90.000 450.000 

3 Ph6ng Kinh to nganh 4 90.000 360.000 
4 Ph6ng DN kinh to tap th* va to nhan 4 90.000 360.000 

5 Phong Thanh tra So 5 90.000 450.000 
6 Phong Dau thAu,Tham dinh & GSDT 4 90.000 360.000 
7 Van phang SO 10 90.000 900.000 

8 Phong Kinh to D6i ngoai 6 90.000 540.000 

9 Phong DAng Icr kinh doanh 5 90.000 450.000 

Ding cong 50 4.50,0.000 
Ghi chic Hang h Thanh fain chi (10 khan Theo so bien chi cd nu)i Myr it 
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