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LILAMA 18.1

QUY CHE

CHE PO CONG TAC PHIi VA CHI PHI TIEP KHACH
CUA CONG TY CO PHAN LILAMA 18.1

(Ban hanh theo Quyét dinh sé: 01/2022/QP-HPQT, ngay 16 thing 3 nim 2022
ciia Hpi dong qudin tri Cong ty)

THANG 03 NAM 2022 |




CONG TY CO PHAN LILAMA 18.1 CONG HOA XA HOI CHU NGHIA VIET NAM
HOI PONG QUAN TRI Doc lip — Tw do — Hanh phue
S6: 01/2022/QD—1—1£)Q’[‘ Themh phé H6 Chi Minh, ngay 16 thang 03 ndm 2022
QUYET DINH

V/v ban hanh Quy ché vé che do cong the phi va chi phi tiép khach .
Céng ty ¢b phin Lilama 18.1

- Ludt Doanh nghiép s6 59/2020/QH14, ngay 17 thang 06 nim 2020;
- Diéu lé Céng ty ¢6 phan Lilama 18.1, ngéy 29 thang 04 niim 2021,
- Nghi quyét s6: 03/2022/NO-HPOT ciia Héi dong quan tri Cong ty ngay 16/03/2022.

QUYET PINH
Diéu 1: Ban hanh kém theo Quyét dinh nay la Quy ché vé ché dp cong tic phi va chi phi |

tidp khdich Céng ty cé phin Lilama 18.1.

N |

Piéu 2: Quyét dinh nay c6 hiéu luc tir ngdy 01 thing 03 nim 2022. Thay thé cho quyét

dinh s6 09/2018/QD-HDQT ngay 07/09/2018 Hoi ddng quan tri Cong ty cd phén Lilama 18.1 E |
da ban hanh. /|
Piéu 3: Ban Giam dbc Cong ty, cac Ong Trudng phong, ban chirc ning, Thi truéng cic 0

) M

don vi true thude Cong ty ¢d phin Lilama 18.1 chiu trach nhiém thi hanh quyét dinh nay.

Noi nhéin:

- Nhur diéu 3;

- Thanh vién HDQT céng ty,

- Ban kiém sodt cong ty;

- Luu: HDQOT, P.TC-HC cong 1y.

CHU TICH HOVDONG QUAN TR
. NGUYEN DUY LOI
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QUY CHE
CHE PO CONG TAC PHIi VA CHI PHI TIEP KHACH
CUA CONG TY CO PHAN LILAMA 18:1
(Keém theo Quyét dinh sé: 01/2022/QD-HDQT, ngay 16 thang 3 nim 2022
ctia Hoi dong quén tri Cong ty) A
CHUONG I - NHUNG QUY PINH CHUNG
1. Cic ché dd céng tic phi va chi phi tiép khich
1.1 Ché d6 cong tac phi
- Ché db cong tac phi gom: Chi phi sir dung xe/hodc chi phi sir dung phuong tién di cong
téc, tién thué phong nghi va tién cong tac phi trong nhimg ngay di cong tic.
- Dbi twong dugce thanh toan ché dé cong tac phi bao pém: Céng nhin vién Cong ty duoc
Giam dbc ctr di cong tac, di hoc... (bao goém ca lai xe).
1.2 Chi phi tiép khéch
- Chi phi tip khéch 1a céc chi phi dn, ubng, thué }')h(‘mg nghi va cac dich vu khéac cho khach
c6 quan hé cong viéc véi Cong ty hodc vi loi ich cia Cong ty;
- Pbi twong duoc thanh toan chi phi tiép khach bao gdm: Céng nhén vién Céng ty dugc
Gidm dbc ctr di cong tac phai tiép khach hoic duge Giam dbc ity quyén tiép khach.
2. Diéu kién dé dwoc thanh todn ché d¢ cong tic phi va chi phi tiép khich:
2.1 Pidu kién dé dugc thanh toan ché dé cong tac phi
- C6 gidy cong tac duge Giam dbc phé duyét;
- Thuc hién ding nhiém vu dugc giao.
2.2 Pidu kién dé duoc thanh toan chi phi tiép khach
- C6 to trinh hoic gidy ty quyén tiép khach duge Giam dbc phé duyét;
- (6 du cac ching tir/hoa don hop 1é dé thanh todn.
(Truong hop cin tiép khich gip c6 thé bo cdo Gidm dbe/mgudi duge ty quyén qua dién

thoai nhung sau do van phai 1ap to trinh dé phong Tai chinh-K& toan ¢ co s& thanh todn).
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Nhirng trwong hop sau diy khong dwge thanh todn cong tic phi

Thoi gian diéu tri tai bénh vién, bénh x4, nha diéu dudng, dudng strc...;

Nhitng ngay lam viéc riéng trong thoi gian di cOng tac;

Néu duoc dbi tac dai tho toan bd kinh phi thi khéng duge thanh toan cong tac phi;

Néu duoge doi tac dai tho mot phan kinh phi, Cong ty sé& thanh toan cho céng nhin vién

phan chénh léch so vai quy dinh.

CHUONG 2- NHUNG QUY DINH CU THE VE CHE PO
CONG TAC PHi VA CHI PHI TIEP KHACH

1. Nhitng chi phi phat sinh trong chuyén di cong tic hoiic chi phi tiép khich

1.1 Chi phi sir dung xe/hoéc chi phi str dung phuong tién di cong téc

Khi di cong tac, ngudi di cong tac duge bo tri xe cua Cong ty dua, don thi khdng duge

thanh toan chi phi sir dung xe; néu khéng st dung phuong tién ciia Cong ty ma tu tic

phuong tién thi duoc thanh toan tién tau xe theo mic gid cude van tai 6 t6 hanh khach |

cong cong thong thuong (trir truomg hop dic biét duge Giam ddc phé duyét).
Truong hop thué phuong tién di chuyén cic muc khoang cach duge phé duyét chi phi

dinh mirc nhu sau:

Khodng ciach Chi phi dinh mire . Ghi chu
10 — 50km 300.000d
50 — 100km 500.000d
100 —200km 700.000d
>200km 1.000.000d

Cdc mire phdt sinh khdc trinh Gidm doc phé duyét.
Trudng hop st dung phuong tién méy bay, phong T6 chirc Hanh chinh cin ctr vao gidy
cong tac di duoe Giam dbc phé duyét mua vé méy bay theo dung danh séch di cong tac

dugc duyét.

1.2 Tién cong tac phi

Tién cong tac phi la tién phu cap thém chi tiéu vit, &n uong trong nhitng ngay di cong tac;
Tién céng tac phi duoc tinh tir ngay nguoi di cong tac bit diu di cong tic dén khi trd vé Cong

ty (bao gém thai gian di trén duong, thai gian luu tra, ngay 1€, ngay nghi theo quy dinh).
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1.3 Tién thué phong nghi

- Ngudi di cdng tac dugce thanh toan tién thué phong nghi tai noi dén cong téc néu tai don

vi dén céng tac khong b tri duoc phong nghi. Tiéu chuin phong theo dinh murc dudi dy

va khi thanh toan phéi kém theo chimg tir hop 1€.

1.4 Chi phi tiép khach

- Chi phi tiép khéch 1a tién chi phi cho céc dbi tac trong chuyén di céng téc theo to trinh

da duoe Giam dbe phé duyét;

- Cac don vi, phong ban ¢6 nhu cau tiép khach phai ¢é dy ki€n trude vé doi twong cén tiép,

s0 lugng khach, s6 ti€n du kién va trinh Giam doc/ nguoi duge ty quyén duyét trude khi

thuc hién.

2. Cic dinh mire cong tiac phi

2.1 Coéng tac phi trong nudc

[ i —
Cong tac Chi phi phong nghi/ dém (VND)
Déi tuon hi/ nga : '
s g dén% ¥ HI;:QNI{}%I:E’ Noi khiac | Ghi chi
HDQT, Giam dbc, TB kiém soat 500.000 Thue té Thuc té
K’e todn tr.u‘o‘ng, TY Ban 1(16113 soat, GD 400.000 Thire t& Thye té
cac don vi hach toan phu thude 9
Trudng/phé phong ban va tuong duong 300.000 600.000 400.000
Khac 200.000 400.000 300.000

2.2 Pinh murc céng tac phi nude ngoai

2.2.1 Trudng hop di cong tac bang kinh phi ctia Cong ty

TT i g Tién CP SP Tufn cong Tlcnvpho‘ng Gh'l
! phwong tién tac phi nghi/ngay chi
Céc nude chiu A (Khong bao goém cac | %
| | nuée Nhat- Trung Quée — ASEAN), | | ""Ov‘;“(’“g USS/SH 5 '32 L;SD/
Chéu Phi gay g8y
% Theo cubng 80 195 USD/
2 | Trung Qudc — ASEAN Ve USD/ngay —-—
3 Cac nude chau My ( Khong bao gbm | Theo cubng 90 260 USDY/
M), Chau Uc vé USD/ngay ngay
4 | Cée nude chau Au (Khong bao gém | Theo cubng 100 325 USD/
Phap — Diic ) vé USD/ngay ngay
- b . 5 Theo cubng 130 400 USD/
5 | M¥ - Phap — Dirc — Nhat v USD/ngay _—

Riéng HDQT."Gidm doc, TB kiém sodt tién phong nghi theo thuc té.
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Ngoai ra Cong ty con chi thém cdc khodn sau néu ¢6 phit sinh:

Tién mua bao hiém bit bude ctia nude nhép canh theo quy dinh & murc t6i thiéu;

Tién cude tai lidu, hanh ly phuc vu doan cong tac: toi da khong qua 100USD véi doan
tir 05 ngudi trdy xubng; 200USD véi doan trén 05 nguoi;

Lé phi san bay, 18 phi lam visa, 1& phi lam hd chiéu...;

Tién cho doi tai sin bay: can ctr vao lich bay, gid bay dugc ghi trong vé dé xac dinh thoi
gian cho doi tai sn bay do ndi chuyén hoic chuyén may bay. Néu phai chd 6 gio tréy 1én

thi dugc thanh toan tién phong nghi tai sdn bay trén co s¢ hoéa don, ching tir hop €,

nhung mire t6i da khéng qua 40USD/ngudi/lin. Trén toan tuyén bay tr Viét Nam toi -

nude cong tic va nguoce lai cé bao nhiéu lan phai cho doi thi duge thanh toan biy nhiéu
lan theo quy dinh nay; .

Céc chi phi cong tac trén duge thyuc hién thanh toan theo quy dinh vé quan ly tai chinh
ctia Cong ty. Thanh toan véi thoi gian cong tac nude ngoai khong qua 30 ngay, trudng
hop thoi gian cong tac trén 30 ngay phai co to trinh Giam d6c phé duyét ché do nhung

khéng vuot qua mie quy dinh & trén.

2.2.2 Truwong hop Céng ty civ di cong tic bing kinh phi niwée ngoai hodc doi tic dai the

(7

[Rm——

b,

toan bj
TT Noi dung Tién cong tic phi Ghi chi
Céc nude Chau A (khong bao gém cac nudc Nhat 5
L Trung Quéc — ASEAN), Chau Phi 63 LaDingay
2 | Trung Qudc — ASEAN 80 USD/ngay
3 820 nudc Chau My (Khoéng bao gom M¥), Chau 90 USD/ngay
4 | Céc nuée Chau Au (Khéng bao gém Phap — Dirc) 100 USD/ngay
6 | My — Phap — Dirc — Nhat 130 USD/ngay

2.2.3 Trwong hop Cong ty civ di cong tdic bang kinh phi nuwée ngoai hodc doi tic dai the

mt phin ‘
CBCNYV sé& dugc thanh todn phin chénh léch gitta miic quy dinh tai muc 2.2.1 va phén
duoc déi tac dai tho. Cac chi phi cong tic trén thure hién thanh toan theo quy dinh vé quan

ly tai chinh ctia Cong ty.




3. Thuc hién
- Quy dinh nay cé hiéu lyc thi hanh ké tir ngay ky va thay thé Quy ché tam thoi ché do
cdng tac phi va chi phi tiép khéch cua Cong ty ¢ phén Lilama 18.1 ban hanh ngay 07
thang 9 nim 2018;
- Trong qua trinh thyc hién néu c6 vudng mic, kho khin, Ké toan truéng va cac don vi ¢6
trach nhiém tap trung y kién déng gép dé trinh Gidm dbe xem xét stra ddi, bd sung cho

phtt hop véi tinh hinh thye té.

CHU TICH HI BONG QUAN TR
NGUYEN DUY LOI




