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CONG TY CO PHAN SONG DA 505
------03 ~ &)------

S6:]09 CT505IHfJQ,T

C¢NG HOA XA H¢I CHU NGHIA VI~T NAM
D9C I~p - Tu' do - Hanh phuc

---------------~--r------------
Gia Lei, ngay 29 thang 10 nem 2007

QUI DINH.
Che de?cong tac phi trong nude va chi tieu he?inqh]

Cong ty c6 phan s6ng da 505 .

- Can err thong tu 23/2007/TT-BTC nqay 21/03/2007 cua B9 tai chfnh
- Can cir vao yeu cau quan Iy ta: chfnh va tinh hinb thuc te tai Conq ty co

phan Song da 505
KQi dong quan tri Cong ty ban hanh qui dinh ve che d9 conq tac phf chi tieu

hqi nqh] va che d9 slJ'dl}ng xe con ap dl}ng thong nhat trong toan Conq ty co
phan Song da 505 nhir sau:

AI Qui dinh chung:
1. Cap c6 tham quyen diroc ky quyet dinh cLt ngU'di di cong tac :

- Chu tich h9i dong quan tri hoac ngU'di diroc chu tich HDQT uy quyen
- Giarn doc Conq ty hoac ngU'di duoc qiarn doc Conq ty uy quyen

2. NgU'di ky quyet dinh err can bo di cong tac phai can nhac, xem xet ve so
IU'Qng,thci han di conq tac dam bao tiet kiern c6 hieu qua trong pharn vi dir
toan chi phf quan Iy doanh nqhiep hang narn dtrcc HDQT Conq ty phe
duyet

3. Moi CBCNV truce khi di cong tac phai lap n9i dung chuonq trinh va lich
cong tac bao cao lanh dao Conq typhe duyet

4. Nqoai mire conq tac phf duoc qui dinh tai Qui dinh nay, Giarn doc Cong ty
hoac ngU'di diroc qiarn doc Cong ty uy quyen khonp diroc chi them bat err
khoan chi nao dU'di bat cir hinh thuc nao cho can bo ducc CLtdi cong tac

5. Khi to chirc hoi nqh] phai nqhien cuu, sap xep dia di§m hop Iy, ket hop
nhieu noi dung va chuan b] noi dung c6 chat IU'Qngdong thoi can nhac
thanh phan va so IU'Qngdai bieu. Kinh phf d§ to chtrc hoi nqh] phai diroc
thirc hien theo dung che d9 chi tieu trong qui dinh nay va du tru kinh phf
dU'QCcap c6 tham quyen cua Cong ty phe duyet tnroc khi thuc hien

. 6. DC?ibi§u dl/ hoi nqh] tu tra tien an, nqh], tau xe di lai bang tien conq tac phf
dL1Qcqui dinh trong Qui dinh nay .

7. Phonq tai chfnh - ke toan c6 trach nhiern kiern tra viec chi conq tac phf va
h9i nqh] truce khi chi, trong va sau khi chi d§ dam bao dung che d9 qui dinh

81 Cac qui dinh cu th~ : .
II Che de?conq tac phi:
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1. Pharn vi, doi tLf<;mgduoc hLfdng conq tacphi :
Tat ca cac CBCNV thuoc Cong ty co phan Song da 505 dLf9C cap co tharn
quyen cLt di conp tac \

2. Cong tac phf la khoan chi phf de tra cho ngLfdi di cong tac trong mroc baa
gom : Tien tau, xe di lai, phu cap luu tru, ien thue cho d noi conq tac, cucc
hanh Iy, ta: li$u mang theo de lam viec ( neu co)

3. Cac dieu kien de dLf9C thanh toan tien conq tac phf
- 8Lf9c cap co tharn quyen cua Conq ty CLf di conq tac thong qua quyet

dinhhoac giay di dLfdng .
-"""...0:

- Thuc hien dung nhiern vu dircc giao
- Co day du cac chCtng tu h9P Iy, h9P 1$ theo qui dinh cua nha rurcc nhu

hoa don an uonq, hoa don nghl tro, ve xe, hoa den ciroc phf hanh IY, ...
4. Nhilng tr:Lfdng h9P sau day khong diroc thanh toan conp tac phf :

-' CBCNV co thoi gian dieu tr], dieu dLfdng tai co Sd y te, nha dieu dLfdng,
.dLfdng sire

- Nhilng nqay h9C d tnronq, lop dao tao tap trung dai han, nqan han khonq
I thuoc dien dLf9C Cong ty err di h9C
- Nhilng nqay lam viec rieng trong tho: gian diroc cLt di conp tac

5. Thanh toan tien tau, xe di va ve tu co quan den noi conp tac :
a) NgLfdi di conp tac duoc thanh toan ve tau xe baa gom: Ve may bay, ve tau,

ve xe khach hoac phuonq tien van tai cong cQng tu Cd quan den noi conq
tac va nqiroc lai, circc qua cau, pha cho ban than va phuonq tien cua ngLfdi
di conq tac, cucc van chuyen tai lieu cho ngLfdi di conq tac ( neu co). Cia
ve tren khong baa gom cac khoan chi phf dich vu nhir : Tham quan du lich,
cac dich vu theo yeu cau rieng

b) Can cir vao qui che chi tieu cua Cong ty va tfnh chat cong viec cua chuyen
di cong tac, Giarn doc conq ty hoac ngLfdi diroc qiarn doc Cong ty uy quyen
xem xet thanh toan tien ve may bay, ve tau, xe cho can bo di cong tac dam
baa nquyen tac tiet kiern, hieu qua

c) Qui dinh ve tieu chuan mua ve may bay dicong tac trong ruroc nhu sau:
- Chf tich, uy vien hQi dong quan tr]
- Ban kiem scat
- Giarn doc, pho qiarn doc
- Ke toan trLfdng, trLfdng cac phonq chirc nanq
- Chuyen vien, nqhiep vu diroc ctr di conq tac de thirc hien nhiern vu quan

tronq va gap gap ve thoi gian trong trU'ang hop Cl,Jthe dU'Q'C Giam doc
Conq ty quyet dinh. ,

d) 80i voi nhilng vung khong co phirono tien van tai cua to chirc kinh doanh
van tai hanh khach ma ngLfdi di cong tac phal thue phLfdng tien van tal khac
thi qiarn doc conq ty xem xet quyet dinh cho thanh toan tien thue phuonp
tien rna nqiroi di conq tac da thue tren co Sd h9P dong voi chu phLfdng tien,
hoa den tai chfnh ( co tfnh den gia van tai phtronq tien khac thuc hien cung
thci diem ti?i vung do cho phu h9P)'
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e) TrVdng hop ngvdi di conq tac SLtdunp xe .6to, phucnq tien do Conq ty thue
hoac Coriq ty be trf thl ngvdi di conq tac khong diroc thanh toan tien tau xe

f) Thanh toan tien tl/ tuc phironq tien di conq tac: 80i voi can bo diroc cLt di
cong tac nhvng tu tuc ve phuonq tien di lai thl diroc Cong ty thanh toan tien
tu tuc phironp tien tVdng dVdng voi rmrc qia ve tau, ve xe tren tuyen dVdng
di cong tac ( kern theo quyet dinh hoac giay di dVdng trong d6 ghi ra cu Iy,
n9i dung tu tuc phuonq tien ducc lanh dao duyet tnroc khi di cong tac)

6. Thanh toan phu cap IVu tru :
- Phu cap IVu tru la khoan tien do Conq.ty tra cho ngvdi di conq tac phai

nghl lai tai noi den conq tac de ho tr9~tien an va chi tieu toi thieu cho
ngvdi di conq tac va duoc tfnh tu nqay bat dau di cong tac den khi trd ve
co quan ( bao gom thoi gian di tren dVdng va thoi gian IVu tru t?i noi den
conq tac)

~Muc phu cap IVu tru tra cho ngvdi di cong tac toi da khonq qua
.70.000,dong/ngay/ngvdi

7. Thanh toan tien thue phonq nqhl tai nci den cong tac "
, Cac can b9 diroc Cong ty cLt di conq tac thi duoc thanh tcan tien thue cho

nghl tai noi cong tac tren co Sd thuc te hoa don thanh toan nhVng toi da khonq
qua cac rrurc sau :

- Di conq tac tai TP Ha N9i, Ho Chf Minh mire toi da khong qua
150.000,dong/ngay/ngvdi

- Di cong tac tai cac thanh pho tnrc thuoc trung Vdng mire toi da khong qua
140.000,dong/ngay/ngvdi

- Di conq tac tai cac thanh pho, thi xa true thuoc tlnh rmrc toi da khonq qua
120.000,dong/ngay/ngvdi

- Di conq tac tai cac vunq can lai rrurc toi da khong qua
100.000,dong/ngay/ngvdi

- Trong tnrcnq hop dac biet doi vai cac chirc danh trong cong ty nhu Chu
tich, UV H8QT, trvdng ban kiem soat, Giarn doc diroc thanh toan toi da
khonq qua 350.000,dong/ngay/ngvdi; Cac pho qiarn doc, ke toan tnrcnq, .
trvdng cac phone chirc nang, tong d9i trvdng diroc thanh toan toi da
khonq qua 250.000,dong/ngayl ngvdi

- Cac clurnq tir lam can err thanh toan tien thue cho nqhl la giay di dVdng
co ky duyet d6ng dau cua qiarn doc Cong ty hoac ngvdi duoc qiarn doc
Conq ty uy quyen, xac nhan nqay di va den cua nci conp tac: hoa den
h9P phap

8. Trang trvdng hop can b9 di conq tac trong pharn vi cac cong tnronq Cong
ty dang thi co·ng rna diroc bo trf an ucnq, noi 6 tai cong trvdng se khonq
dV9C Conp ty thanh toan tien an uong, cho nghl trong thci gian luu tru tai
cong trvdng do

III Che d9 chi tieu h9i nqh] :
1. 80i tVQng va pharn vi ap dunp :

- NgU'cYitrong ban to chuc Dai h9i dong co dong
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- H9i nqh] cong nhan lao d9n9
- H9i ngn! tong ket narn, so ket 6 thanq dau narn
- H9i nghi tap huan, ~rien khai cong tac nhiern vu SXKD }
- H9i nqh] cac to chirc dean the tro 9 Conq ty: Bang, conq doan, dean

thanh nien, h9i phu nlJ'
2. Cac tong d9i tnrc thuoc Conq ty va co quan Conq ty phai thuc hien dung

theo qui dinh nay, khonq diroc pho tnronq hinh thtrc, khong diroc chi cho
cac heat d9n9 ket hop tham quan, nghi mat, qua t$ng. Rieng cong tac khen
thLfdng, t$ng qua phal diroc chi tu nguQn qUI khen thudng, phuc IQi cua
Cong ty trong pharn vi ke hoach chi tieu d§ dircc HBQT Cong ty duyet.
Nguon kinh phf to chirc h9i nqh] phai diroc lap phu hop vdi dieu kien thirc te
va dLfQCqiam doc Conq ty duyet tnroc khi thuc hien

3. Cac noi-duno dLfQCchi trong to chirc h9i nqh] :
-' Tien thue h9i tnronq trong nhlJ'ng nqay to chirc h9i nqh] (trong trLfdng hop
-khonq co dia diem phai thue hoac co nhunq khong dap Crngdiroc so ILfQng

. dai bieu tham du)
'_ Tien in an, chuan bi tai lieu cho cac dai bieu tham du
.:.Tien thue xe dua don 'd<?i'bieu tu nci n'ghl den noi to .chtrc h9i nqh]
- Tien chi rurcc uong cho h9i nqhi
- Tien trang trf hoi trucnq, bo phan phuc V~, ..

- Chi tien an, cho nqh], tien tau xe cho cac dai bieu, khach moi
4. Thoi gian to chirc hoi nqh] : Tuy theo tfnh chat cua hoi nqh] tren nquyen tac

dam baa chat IUQng, rut ngan thoi gian va toi da khonp qua 3 nqay
5. Mot so rmrc chi cu the:

- Chi tien an cho cac dai bieu, khach rnci rrurc toi da khong qua
70.000,dong/ngay/ngudi. Trang tnronq hop Conq ty to chirc an tap trung
cho cac dai bieu khach rnci thi mire chi toi da cho moi dai bieu khach mol
theo qui d!nh tren va cac dai bieu S8 khonq diroc Conq ty thanh toan tien
an tu tien cong tac phf

- Chi rurcc uong : Toi da' kh6ng qua 1O.OOO,dong/ngay/d<?i bieu
- Chi phf thue h9i tnrcnq, trang chf h9i tnronq, in an tai lieu, .. dLfQCchi theo

chi phf thuc te phat sinh phu hop vdi dieu kien thirc te trong pharn vi kinh
phf d§ diroc qiarn doc Conq ty duyet

- Chi phf thue cho nqh], chi phf tau xe di lai cho cac d<?i bieu, khach moi
diroc ap dunq rrurc chi nhu qui dinh tai muc II ve che d9 cong tac phf cua
qui dinh nay

1111Ve vi~c s~ dunq xe con: .'
- chi bo trf xe can phuc vu cac chirc danh la: Chu tich HBQT va Giarn doc

Cong ty
- Tat ca cac xe con I<?ithi tuy theo qui rno, dieu klen cu the cua moi tong

doi, moi cong tnronq S8 duoc Cong ty can nhac bo trf xe can de phuc vu
cho conq tac dieu hanh cua tong d9i trudng, chi huy trudng cong tnronq. .

.~
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va phuc vu chung cho tong doi, conq trlidng tren nquyen tac dam baa tiet
kiern, hl$u qua trong qua trinh SU'dunq . .

- Khong diroc sU'dl:!r;lgxe can vao cac nhu C3U ca nharn dira d6n CBCNV
tCtnha d den noi lam viec va nqucc lai

- 80i vci cac xe can phuc vu tai cac tong dQi trong trLfdng hop di ra nqoai
pharn vi cac cong tnronq do tong doi quan Iy phai diroc sir dong y cua
qiarn doc Cong ty

- Trang tnrcno hop di conq tac bang oto cua Conq ty phai diroc qiarn doc
duyet. . :_-.

CI T6 chirc thuc hien :
1. Chi phf conq tac phf, kinh phf chi tieu hQi nqh], tiep khach diroc chi trong du

toan chi phf quan Iy doanh nqhiep da duoc H8QT Cong ty duyet hang narn.
Giarn dot cong ty c6 trach nhiern dam baa chi dung che dQ trong qui dinh
nay va -tronq pharn vi dir toan cua conq ty. Tnrcnq hop chi sai che dQ hoac
virot rrurc qui dinh thi ngLfdi nao ra lenh chi thi ngLfdi d6 c6 trach nhiern boi

; hoan va phai b, xU'phat theo phap lenh thirc hanh tiet kiern, chong lang phf
2. Qui dinh nay c6 hieu luc ke tCtnqay 01/11/2007. Trang qua trinh thuc hien

neu c6 vLfong mac thl phan anh bang van ban qua ph6ng tal chfnh - ke
toan de H8QT Conq ty xem xet, dieu chlnh bo sung cho phu hop.

Ndi nhan :
- Hf)QT C6ng ty (b/e)
- BKS C6ng ty(p/h)
- Cac ph6 Gf)

Cac phone chirc nang, t6ng d9i (t/h)
- C6ng dean, dean TN (k/h)
- Luu VP, TC-K~

TIM H9i dong quan tr]
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