BO KHOA HQC VA CONG NGHE CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM THONG TIN Poc {ap - Tu do - Hanh phiic
KHOA HOC VA CONG NGHE QUAC GIA

Ha Noi, ngay#othdng 2 nam 2006
s¢: /¢ /QB-TTKHCN

QUYET PINH
Vé viée Ban hanh Quy ché chi tiéu néi b thuc hién co ché tai chinh
dai véi don vi sir nghiép co thu

GIAM POC
TRUNG TAM THONG TIN KHOA HOC VA CONG NGHE QUOC GIA

- Can ctt Diéu 1é T§ chitc vA hoat dong cha Trung tam Thong tin - Tu liéu
Khoa hoc va Cong nghé Qudc gia (nay 1a Trung tam Thong tin Khoa hoc va Cong nghé
Quéc gia) ban hanh k&m theo Quyét dinh s6 11/2004/QD-BKHCN ngay 13/5/2004 cua
Bo trudng B Khoa hoc va Cong nghe,

_ Can ctt Nghi dinh 10/2002/ND-CP ngay 16/1/2002 cta Chinh phu vé ch& do
tai chinh 4p dung cho don vi su nghiép c6 thu;

- Can ctf Thong tu 25/2002/TT-BTC ngay 21/3/2002 cta Bo Tai chinh hudng
da thuc hién Nghi dinh 56 10/2002/NP-CP ngay 16/1/2002 cua Chinh Phu;

- Cin ct Thong tu lién tich s6 22/2003/TTLT/BTC-BNV-BKHCN ngay
24/3{2003 giita B6 Tai chinh, Bo Noi vu va Bo Khoa hoc va Cong nghé hudng dan co
ché quan 1y tai chinh d6i vdi td chiic KHCN cong lap hoat dong cd thu;

_ Can c& Thong tr s8 50/2003/TT-BCT ngay 22/5/2003 cha Bo Tai chinh
hudng din céc don vi sy nghiép ¢6 thu xay dung quy ch€ chi tiéu nol bo theo quy dinh
chia Nghi dinh 10/2002/ND-CP;

_ Can ¢ ¥ ki€n chia Cong doan Trung tam Thong tin Khoa hoc va Cong nghé
Qudc gia;

- Xét dé nghi clia Chanh van phong Trung tdm Thong tin Khoa hoc va Cong
nghe Quéc gia;

QUYET DINH:

Pidu 1. Ban hanh cdc Quy ché chi ticu ndi b¢ dé thue hién che do tr chu
tai chinh déi v6i don vi su nghiép c6 tau theo quy dinh cha Nghi dinh
10/2002/ND-CP ngay 16/1/2002

Piéu 2. Quyét dinh nay c6 hiéu lyc k€ tr ngay ky. Cdc quyéi dinh trude
day trai vdi Quy che nay déu bii bo.

Piéu 3. Cdc ong/bz Chanh vin phong, thi trudng cic don vi truc thude
Trung tam chiu irach nhiém thi hinh guyét dinh nay.

- Nhurdiéu 3

- B KHCN (dé b/c)

- Bo Tai chinh (dé blc)

- Kho bac Nha nudc (dé€ bic)
- Chu tich Cong doan TT
-Luu VT

Hoi nhdn: GIAM PGC
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QUY CHE PHAN PHCI TIEN LUCNG, T:EN CONG
(Ban handt kém theo Quyét dinh so 10/QP-TTKHCN ngay 16:2/2000 cua Giam

doc Trung rim Thong tin Khoa hoe va Cong aghd Quéc gia ve ban hanir Quy 0l
chi tidu noi bo thue hién cor ché’tdd chinhv doi vai down vi sicnoliiép o Hui

|. NHUNG QUY DINH CHUNG

.1, Trung tam 12 don vi sy nghiép ¢6 thu dim biao maét phan kink phi
Licat déng thuong xuyeén;

[.2. Viée trd luong phid thue hién dung nguvén tic: trude hét dam hao
mife luong to1 thiéu vi cde ¢che do phu cip do Nhi nude quy dinh d6t voi cin bo.
cong chie trong bién ché Nhi nude. cdn b hop dong tir mot (1) nam tro leén:

[.3. He s4 dicu chinh ting theém thye hién theo nguvén tic ngudi nie ¢
hieu suidt cong tic cao, ddng gép nhidu cho viée ting thu, it kiem chi thi Juce
huonyg nhicu hon;

1.4, Viée tra luong cho cin bd hop dong dudi | nam thuc hién theo
phueng thite hop ddng theo thoi gian heidc khedn vice:

1.5. Ty 1& trich nop tr cic ngudn thu sy nghiép duge quy dinh theo
nguveén tac nhiing dich vu ndo sir dung cdic ngudn lue chung vivhoic san phim
di ¢ sdn thi trich ndp cao hon.

I, NHONG QUY DINH CU THE
2.1. Téng quy lwong chia don vi

Téng qu¥ luong cta Trung tim duge xdc dinh theo quy dinh tai Thong
25/2002/TT-BTC ngay 21/3/2002 cua Bo Tai chinih hudng din thyc hicn Nehi
dinh 10/2002/ND-CP ngay 16/1/2002 cua Chinh phu theo céng thitc sau:

QL = Lmin x (1+Rtt) x Rbg x BC x 12 théng
Trong dé:
e QL = téng qu¥ luong duoc sir dung
e Lmin: Luong t6i thiéu theo quy dinhk Nha nude
o Rit: h¢ s0 ting thém, Rut=2
* Rbq: hé s8 luong cdp bac, phu cdp luong binh quin clia co quan
e BC: t6ng s BC dugc duyét
e 12:12 thing
Cin ct cong thite, téng quy luong duge phép clia Trung tam nhu sau:
QL= 330.000d/thiing x 3 x 3,3 x 150 x 12 thing = 7.182.000.000d
(bav ty mot tram tim hal tridu dong)
trong do:

- Tdng s6 bicn ché duge duyét: 150 ngudi



-~ Hé 56 phu cdp binh quin todn don vi: 3,8
- Hé ¢ tang thém Ru=2
2.2. Tao lap va tang cuong quy luvong:

Can ¢t cdc ché do cta Nhi nude vé dam béo ting luong cia don vi su
nghiép ¢o thu, quy luong clia Trung tam duoe dam bao va b sung tlr cdc ngudn:
- Tiét kiém chi tr cdc hoat dong thudng xuyeén.

- Trich 40% s0 ti€n thu duoc sau khi trir cdc chi phi thue hién dich vu ¢o

thu vao quy luong dé€ dam bao tra tuong. Cic chi phi thuc hién <& duge quy dinh
cu thé theo theo timg loai dich vu.

Ty 1¢ trich nop d6i v6i cde dich vu chwa c6 trong Quy ché nay s& duoc
quy dinh trong cdc van ban riéng,

2.3 Tra luong cho cdn bé cong chiic, vién chire va hop dong lao dong

2.3.1 Tra luong cho cdn bo, cong chiic, vién chiic trong bién ché va
hop dong dai han trén 1 nam

Luong cd nhan cla cdn bd, cong chic trong bién ché va hgp dong lao
- dong wr moét nam trd 1én duoc thanh todn theo cdng thic quy dinh tai Thong w
+25/2002/TT-BTC ngay 21/3/2002 nhu sau:

Len = Lmin x (1+Rtt) x (Reb+Rpce)

trong do:

Len : luwong cd nhan

Lmin = lvong 151 thiéu theo quy dinh ciia Nha nudc

Rtt : hé s¢ diéu chinh ting thém

Rcb: hé s& cép bic
- Rpc: hé s0 phu cip luong (doc hai,...)

Gildm d6¢c Trung tam. cin cif két qua hoat dong thu v tiét Kiém, tham
khao ¥ kién ctia th rudng cic phong chuyén mon va cong doin, quyét dinh heé
.80 tidng thém cho cd nhan theo nguvén tic nguoi nao ¢6 déng 2ép nhién cho tang
thu, gidm chi phi. hiéu suat cong tic cao duge huong nhiéu hon

Trudc mat, trong khi chua xdc dinh hé s6 tang thém cho timg cd nhan

neudl lao dong, d4p dung phuong thire dim bio 6 tang thém bing mot khodn tién
do Gidm dée Trung 1am quyét dinh.

boj véi cdc trudng hop hop déng lao dong dai han s& duge xem xét tang

luong theo cdc quy dinh hién hanh ciia Nh nudc.
2.3.2. Tién luong, tién cong cho nguoi hop dong lac dong dudi mot
nam

Ti¢n lwong cho ngudi hop dong lao dong ngan han dudi 1 (mov) nam ¢é
thé dugc trd trén co so théa thuan theo 1 trong hai hinh thifc:

- Thanh todn theo thoi gian
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- Luong khoan theo cong vice

Luong cta nguot lao dong hep déng phad dim bao kKhony thap hon mue
lrong i thigu cita Nhi aude quy dinh.

2.4 Tong tién luong cho cin bo, eong chire va hop dong lao dong

Tong luong cd nhin cia toan bo cdn bo. cong chic trong bien ché. hep
dong lae dong tir mét ndam trd 1 3 v hop donyg lac done nedn han khong vues
cua Quv luong to1 da duge phép e dinh tal Khoan 2.1 § wen.

2.5 Xay dung cac quy

S§ tién cheénh [énh thu chi. sau khi hodn thanh nghia vu nop noin sdck
theo quyv dinh clia phip luat duge phan bo cho cic qui theo tv & sauw:

- 20% cho Qu*? dur phong on dinh thu nhip. nhung phii dam bao nguven
{dc vo o ng so tién cua Qu¥ quy dinh wrong Thong tr 25/2C02/TT-BTC:

- 23%% cho Quy phic lot;

- 13%% cho qu¥ Qu¥ khen thuong;

- 3¢ cho Qu¥ phat trién:

Trong trudmg hop. & tién cia qu§ du phong on dinh thu nhip 43 da deén
ngudng cho phép theo quy dinh ctta Thong wr 25/2002/TT-BTC. thi s& tén dank
cho trich qu¥ on dinh thu nhap s& chia bo sung cho 3 qu¥ con lai theo v & saw:

- 30% danh cho Qu¥ phuc lgi

- 30% danh cho Quy phiit trién

- 20% danh cho Qu¥ khen thudng

Muc thuong duge xdce dinh trén ngudn thu, Viéc xét thudng duoc tién
hinh méi ndm mot 14n vao dip téng két cong tic nim. Vin phong cé nhiem vu
tong hop va bdo cdo sau khi tham khao ¥ ki€n cta Cong doan, Ban Thi dua d2
Gidm ddc quyét dinh.
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QUY CHE VE CHE DO CHI TIEUHOINGFL T JEP KHACH
(B ik ko theo Quyét dinht so' [0FOPD-TTKHCN ngdy 10212000 cuia Gidm
die Trung tém Thong tin Khoa hoe va Cong ngid Qi e Rt vE D hanlt Gy oid

chi tidu ndi b thiee hién co chd tdi chinlr dot vai donvi sienghidp oo thi

[ NHUNG QUY BINH CHUNG

[.1. Cic hoi nghi, hoi thio phii duee dua vae kI heach cong tic nim
(ko theo du ot kinh phi) 2 do cde cip o6 tham quyen phe duvet. Nhimg ho
nahi. hot thae Jot xudt phat 6 sy pheé duyét cta Linh dao Trung tam.

[

[.2. Cic hoi nghi t chire vét quy mo todn nganh v hai nghi gude & pha
duoe su dong ¢ cna linh dao Bo KHCN bing vin ban.

3. Bo phian dugce giao chu tri td chitc hoi nghi pim chudn bi noi Jung cu
the. {hm EhL_I\, “an nhic k¥ 56 luong, thinh phin dai bicu. thi gian va dia diem
to chife. dam bao tidt kidm, ¢é hiéu qua. phit hop véi dy tedn kinh phi duge Ngan
sidch cap hang nam cho Trung tim.

Il NRONG QUY BINH CU TRE
2.1. Vé hoi nehi. hoi thao:
2.1.1. Chi phi:

Dot vét hoi nghi. hot thio ¢hi pif bao gom:

- Tidn thué Hoi truong (ndu cd).

- Tidn thue X2 @ 16 dua don dal bica,

- Tidn in &n tAi lidw. vin phong pham

- Nuée udng.

- Chi hd tro tién an. &, tién thu xe cho kKhdch mdi khong huong luong.

- Cic khoan chi khidc nhu: Tién lam thém gio phuc vu hoi nghi. trang trf
hol trudng, v.v...

Mittc chi phi cu thé nhu sau:
- Tién an cho dai bicu: t6i da 50.000d/ngudi/budi

- Tién thué phong &: mic chi twong tw nhu trong quy ché codng tée pht

Ti¢n thué phong & chi chi cho dai biéu thuge Trung tam vi dai biéu mdi (néu
co).

- Thué hot trudng(néu ¢): theo hop dong/vi hoiac hod don. chiing tu
- Phuc vu nuée uong:

+ 30.000d/ngay(khong k& chi phi mua che, dé udng) doi vt cic hot
nghi. h(ji thio ¢d 56 luong dai bicu dudi 60 ngudi

+ 50.000d/ngdy (khong ké chi phi mua che, do udng) doi vot cic he:
nghi. hoi thao ¢ 58 lchrnsz ai bidu irén 60 ngudi.

+ Tién nude uone i da khong qud mie 7.000dong/ngudi/ngay.



- Trang trf hoi truong: Kinh phi trang tri hoi trudong s€ xdc dinh iy theo
quv mé 16 chie v véu ciu trang trf rén tinh thdn trang trong. thiét thue. tidt
kiém.

- Lam thém gid phuce vu hot nghi: Theo ché d6 lam viéc ngoii gio.

- Cong viéc In 4n tai liéu, xe dua dén: Van phong Trung tam bo i thue
hi¢n trong ngudn dir todn hang ndm cta Vian phong (trlr trudng hop tat liéu da
dura vao du todn).

2.1.2. Trudng hop cdn bd cua Trung tam duge moi tham du céc hoi nghi,
hoi thio 16 chitc ngoiit Ha Noi phai duoc Gidm doe phé duvét va duge thanh todn
theo ché do cong tic phi.

2.1.3. Thi tuc thanh, quyét to4n:
- Can o dé thanh, quyét todn cdc hoi nghi, hoi thio bao gdm:
+ K¢& hoach duoce giao
+ Quy€t dinh 16 chitc hoi nghi, héi thao
+ Du toin did duge phé duyét
+ Cic chung tir theo cdc quy ché cua Trung 1am.
- Trach nhiém thanh todn: Pon vi cht tri ¢é trach nhiém thanh todn.
2.2. Vé té chiic tiép khach:
2.2.1. BG tri ti€p Khach:

- Khdch trong nudc dén lam viée véi Lanh dao Trung tam, Vin phong
Trung tam phdi hop vdi don vi chil tri bé i dé 1dnh dao ti€p khéch.

- Khach nuée ngoai: Phong Quan hé Qudéc t&¢ phai hop v6i Van phong va
nhitng don vi li¢n quan chuén bi d¢ Lanh dao Trung tam ti€p khich.

2.2.2. Ch& do ti%p khéch:

- D61 vai khdch nude ngoat: thue hién theo Thong tu 103,/2000/TT-BTC
ng2y +/5/2000 cua BS Tai chinh vé Ché do tiép khich nude nooit.
£2) . ) HCp g

- Trudng hgp modi com khich. can e chi dao true 1iép cia Linh dao
Trung tam Van phong Trung tam 16 chifc thue hién.

- Khdch thudc co quan cip rén ¢d lién quan dén du hop hoac 1am viéc
(véi thoi gian trén mot budi hode trén 04 gid) vé cdc cong vige chuvén mon
ngiigp v, duge bo tri tudp khiach 30.000d/ngudi. Trudng hop khich dac biét do
Lianh dao Trung tam quy dinh mute chi phit hop.

2.2.3. Trinh tu thu tye: Don vi chi trl Jam gidy dé nghi, Van phong ¢6 ¢
kicn trinh Gidm doe Trung tam duvet chu truwong chi tiép khdach 1am can ¢t chi
v thanh quyét todn. Trudng hop Gidm déc Trung tam di ving. phai <6 phe duvat
cua Pho Gidm dée duge uy gquven.



QUY CHE VE CHE DO HIEU-HY VA CONG TAC XA HO!
(Ban haule kém theo Quyét dinh s¢” 10/QD-TTKHCN ngay 16:2;2000 e Gidin
doc Trung vine Thong tin Khoa hoc va Cong nghé Quoe gia vé ban hainl Ouy chd’
chi tiéu noi bo thuee hidn co ché'tdi chinlt doi vén don vi sie nghidn ¢6 thui

L. QUY 2INH CHUNG

1.1. Chi ticu cho cdc cdng vige hicu-hy vi cong tic X3 hoi phat dam bae
dung cic quyv dinh hién hinh céa Nhd nude va quvén loi cua CBVC, cling nhu
hop dong lac dong clia ¢o quan.

1.2. Kinh phi cho vi¢e hidu-hy vi cdc cong tde xa hot duge dam bao tir
ngin sdch theo ché do va qu¥ phic lgi cia trung tam

Il. QUY BINH CU THE:

2.1 Vige hieuw:

+ Dai trong dp dung:

- Cidn b, cong chite v hop dong lao dong duong nhiém:

- Vo/chong/con cua cin bo, cong chic vi hgp ddng lao dong duong

nhidm:

- T than phu miu cia cdn bg. cong chitc va hop déng lao dong duong
nhié¢m;

- Cin bo, ¢ong chirc cta Trung tam di ngh! huu va wi than phu miu cta
ho:

- Cén b, cong chiie ngoai Trung tdm c¢6 quan heé dic biét véi Trung tam:

+ Mirc kinh phi chi nhu sau:

- 1 vong hoa va 300.000d doi vdi viéc hidu cia cdn bg, cong chite va hop
dong lao dong duong nhiém cna Trung tam.

- | vong hoa va 100.000d d&i véi viéce hi¢u cta ti thin phu mdu,
vg/chong va con cia CBVC, HDLD duong nhiém cta Trung tam.

- 1 vong hoa va 100.000d déi véi viéc hitu chia CBVC clia Trung tam di
nghi huu va tf than phu miu cla ho.

- Doi v6i viée hiu cita CBVC ngoai Trung taim: Do Lanh dao Trung tam
quy dinh cuy thé timg trudng hop.

+ To chifc thue hién:

- Ban Chilp hanh Cong doan va Vin phong Trung tam phdi hgp thuc hién
viéc hi€u doi vén CBVC vi hgp dong lao dong duong nhiém cta trung tam.

- Vin phong trung tam chiu tréch nhiém thuc hién vi¢e hiCu dGi v

CBVC da nghi huu, uf than phy miu cua doi twong trén v CBVC bén ngodi ¢d
quan he dic biét véi Trung tam.



2.2 Viéc hwv:

Trudng hop ban than cong nhan vién chic ctia Trung tam xay dung gia
dinh: Trung 1am chic mimg bing ting pham tri gid 200.000d va Van phong
Trung tam chiu trich nhiém thuc hién.

2.3 Trg cip khoé khén:

- Truong hop CBVC va ngudi hop dong lao dong cia Trung tam gip tai
nan, rii ro, c6 dé nghi cla 16 cong doan phoi hop va phong chuyén mon, duge
x¢t tro cip 200.000d/1ugt, nhung khong qud 2 1an/nadm.

- Trudng hop CBVC va ngudi hap déng lao dong cua Trung tam gap khé
khin dic bigt, Gidm doc trung tam c6 thé quyét dinh mifc trg cdp cao hon, nhung
khong qud 500.000d/14n va khong qud 2 1an/nam.

2.4 Cong tic 18 1an, khanh tiét, hoat dong doan the, xd hoi:

- Duoc trién khai nhan céc ngay ky niém, 1€ 16n clia Dat nude. cdc ngay
1€ 181 ¢6 truyén, cdc nedy ky niém cla cie 16 chite, dodn thé, v.v.:

+ Van phong b6 trf kinh phi trang tr{ thue hién phit hgp véi ting nghi 1é.
Miic chi cho trang trf duoc xdc dinh cu thé thy theo quy mo va véu cdu trang tri.

- B6i dudng ngoai luvong cho CBVC va hop dong lao dong tham gia tuan
hanh, tang cudng tr vé trong cic ngay 1€, tap tr vé, hdi thao, v.v. theo cdc muc
sau:

+ Tap diéu hanh, tr vé: 30.000d/ngudi/ngay.
+ Tham gia tudn hanh, hoi thao, g¢ic ting cudng:
50.000d/ngudi/ngay.

Trude khi trién khai don vi. doin thé chil tri phai lap dy toén vi trinh
Giam doc duyét theo quy dinh.

- Cdc quan hé¢ véi dia phuong (phudng, quan): khi ¢6 véu ciu mie hd trg

do Van phong dé xuat dé Lanh dac Trung tam duyét.



QUY CHE THANH TOAN TIEN CONG TAC PHI TRONG NUGC
(Ban hanh kenr theo Quydt dinh sé 10IQD-TTKHCN ngdy [6/2:2006 ctia Gidn:
doc Trung wim Thong tin Khoa hoc va Cong nghd Quoe gia vé ban hani Quy chid
chi tidn not bo Hude hidn co chd'tdi chinly dot vot don vi swe nghidp o8 ihi

L. QUY BINH CHUNG

L1 Vige clr cén bo di cong tic phai ¢iin ¢if k& hoach cong tic di duce
duyt v yeéu cdu cong viée trong trudng hop dot xudt. Tat ¢d cin bo. cong chire
thuge Trung tam khi di cong tic déu phai ¢6 quyét dinh cir di cong tic cha Gidm
dee hede gidy mai duge Giim dde Trung tam phé duvét.

1.2, K&t thice chuyén cong tic. cin by di cong tie phii ¢6 bdo cio biny
vin bin hode bdo cdo truc ti€p véi Lanh dao (thy ting trudng hop cu the) vii thoi
gian sém nhit.

1.3, Truong hop CBVC vi ngudi HPLD duge cir di cong tic phil lam
viée ca trong nhmer ngly nghi, 1€ thi duce gidi quyét nghi bl theo ché do.

fl. QUY BINH CU THE:

2.1. Tién tau xe:

- Ti¢n thu xe chi thanh todn cho truting hop cdn bo, cong chitc piai tr tic
phuong tign di cong tic va theo gid cude van tdi hinh khdch ahi nude qui dinh.
Truong hop di cong tic bang tau hoa thi ducc thanh todn loai vé aiudng niam
mem.

- Chi thanh todn tién vé mdy bay cho cde d6i tugng sau:
+ Giam déc, Pho Gidm doc.

+ Nghién cttu vién chinh va cao cdlp, chuvén vién chinh vi cao
cap véi hé so luong tir 6,1 trd len.

+ Cic trudng hop khic (k€ ¢d khich mdi) do yéu ciu cong tic thi

phdl co phé duyet clia Gidm ddc Trung tam hodc Phé gidm déc dugc uv
quyén.

+ Truong hop cdn bo, cong chire khong db tieu chuin di mdy bay,
nhung thye t€ ¢6 di mdy bay ma khong duoe Linh dao phé duyét thi chi
thanh todn theo vé tau hoa nhu di néu trén.

- Tién phuong tién thu xe di lai tai noi cong tic: theo thyc & nhung
khong qua 50.000d/ngudi/ngay. Truomg hop dic biét vuot mic khodn phii c6 su
phé duyét ciia Gidm doc.

2.2. Tién phu cip cong tic phi trone nirde:

- Tién phu cdp di duong, phu cdp luu trd khi di cong tc:
+ Tai cic viing nui cao, hdi ddo, bién gidi, viing sau: 70.000d/ngay
+ Tai thanh phé Ho Chi Minh: 50.0600d/ngay
+ Tai cdc tinh va thinh pho khdc: 40.000d/ngay



- Trudng hop di hop, tap huin di déng tién an, & cho co quan cht tri hoi
nghi thi khong duoc thanh todn tién phu cip cong tic phi.

c

- Khodn ¢ong tdc phi theo mic sau cho cic chite danh:
+ Van thu di giii cong van, van chuycn 12i ligu véi mie do qua 15 ngay
trong 1 thdang: 30.000d/ngudi/thing.
+ K& todn giao dich ngan hang, kho bac: 30.000d/nguoi/thing
- Cde trudng hop khong duge thanh todn tién phu cip cong tdc phi nhung
duge huong cde ch€ do thude cde finh vuce theo quy dinh hién hanh:
+ Thoi gian dieu tri tai bénh vién, nhi nghi diéu dudng, dudng slic.
+ Nhiing ngay lam viéc riéng trong thdi gian di cong tac.
+ Dugc ¢k bi¢t phdi, thudng tri, di hoc tap trung dai han, ngin han.
2.3. Tien thué phong &:

- Can b, cong chirc ciia Trung tam di cong téc duge thanh todn tién thué
‘¢hd & 12l noi dén cong tic. Tién thué phong nghi dugc thanh todn theo hod don
.thu tien thyc t&, nhung khong qud 120.000d6ng/ngay/ngudi.

» - Truong hop CBVC di cong tic mot minh hodc doin cong tic cé 18

ngudi khdc gidi phai thué phong rieng thi mitc thanh todn tién thué phong nghi
61 da khono qué 240.000 donD/noay/nﬂum

- Truong hop cdn b, cong chife va ngudi hop déng lao déng di cong tac

tr bo tri chd &, khong ¢6 ching tir thanh todn thi duge thanh todn 70. OOOd/nody
dém.

- Tién thué chd & tai noi dén cong tic cho cin bo, cong chite. ngwdi hop
doéng lao dong ¢6 thé duge khoin gon cho dot céng tac. Mifc khodn chi cho ting

dot sé do Gldm d6e hodc Phé gidm doc duge Oy quyén quyét dinh trén co s k&
hoach cong tdc va du todn.

2.4. Chi cho di cong tic dé thuc hién hop déne dich vu
Miic chi cho CBVC va ngudi HOLD di cong tdc thue hign hop dong dich

VU 6 thy ¢6 thé dugc quy dinh cao hon. Tuy phién phai ¢é du todn va duge
Giam ddc phé duyét

2.5. Truong hop di cong tac trong nhimg ngay nghi, 1€, tét sé duoc
nghr b theo ché d6

2.6. Gidy di dudng va chidm cong
Gidy di dudng phai inye tdp do ngudi di cong tic lap ¢6 kv duyét clia ¢dp
¢d tham quyén (ké ca trudng hap d= theo doin) Gm\ di dudng phai ghi chép o

rang v ddy du cde ndi dung theo quy dinh. Tr ong bang chim cdng clia phone ¢o
ngudl di cong téc phai ddnh dau ro nghy di cong tic (ngay di cong tic ky hidu li

0



CT. Trueng hop ¢6 gidy di dutng. nhune bang chdm cong kheng cham COng tac
thi khong duge thanh todn tén cong tic ph.

2.7. Thu tuc thanh todin

Thet han thanh tedn cong tde phi 13 Gl (mot) thing ke tir ngdy cin b,
cong chiie k&t thie dot cong tic, qud thet han rén 2idy di duong s& khong con
gii i thanh todn. K& tedn-Tai vu o6 trich nhiém thanh todn tien cong tie phi
cho nguot di cong tic cham nhat [ O (maon) thing ké 1 negdy nhan gidv di
dutmng va cde chitng or lidn Guan cla ngudi di cong tdc nop.

Hinh thute thanh todn: thanh tedn theo thye Chitng tr thanh todn bao
gom quyét dinh cir di cong tic, gidv di dudng va v¢, chiing t/ hod don tién .
xe v ticn 6. Cic chimg tir thanh todn ¢6 gid tri tir 200.000 dong trd lén phii ¢é
hod don tii chinh do By Tai chinh phit hinh theo quy dinh hién hanh cia Nha
nuoe.

Truong hep thue hign khoin thud chd & tai noi cong tic cho cdn bo. cony
chie. ngutt hop dong fao dong thi khong cin héa don thue chéd & tal not dén
cong tag.



QUY CHE QUAM LY VA ST DUNG MAY BIEN THOA! CONG VY,
BIEN THOAI T DCNG, MAY FAX
(Ban hadnh Xom theo Quvét dinh s 1 COD-TTKHCN ngdy 161212006 cia Giagm
doe Trung tin: Thong tin Khea hoc va Cong nghé Oude sia vé ban hanl: QOuv che
e nct bo thire hién co chd wdi ching doi vei dom VIS nghicp oo thi

. NEUNG QUY BINH CHUNG

1. Cic mily dién theai cong vy ¢ Jinh. dign thoai di dong, miv FAX
ducc trang bt cho cic don vi va cd nhan d& phiuc vu cho nhu ciu cong tde cua
Trung tam phii duge quan 1y chit ché, tuyet 31 khong phuc vu cho muc dich ci
nhin.

1.2. Trang bi phuong ticn thong tin lien lac phai can o1 viio nhu ciu cia
fimg Phong. dam bao tist kicm. hizu qua va phit hop trong pham vi kinh phi duoc
khodn chi.

1.3. Trang bi dién thoai cong vu tai nha rieng vi dién thoai di dong phai
tudn thu Quy dinh hién tinh c¢lia Nhi aude.

L+ Ban gidm ddc. thd trwdng cic phiong chuyén mon ¢é trich nhicm
quan I¥ chit ché viee sir dung mdy dign thoal. mdy FAX. C4 nhan nio si dung

¢ho muc dich cd nhan phai wr thanh todn kinh phi.
. NGI DUNG CU THE

2.1, Ve guan v siy dune:

- M dién thoai dat tai phong linh dao Trung tam. do Vin phong quan
I vi khong thue hién khodn chi. Mdy di¢n thoai dat tai cdc don vi do cic don vi
r quan 1.

- Tuy¢t d6i khong dwoc tir thio g, hoac di chuyén m4y ra ngodi pham vi
phong lam viéc: mdy phai bio quan, g1l gin sach s&. Khi hu hdng hoic ¢6 Sued
phii thong bido cho Vin phong dé gidi quy€t. Néu nguyén nhan hu hong do chi
quan b phan quan 1y mdy phii c6 trdch nhiem béi hodn toin b6 kinh phi stra
chira.

- Chi trang b mdy di¢n thoai lién tinh, quéc t€ va goi di dong cho mot s6
don vi ¢6 chic nang va do Gidm dée quyét dinh.

- Nhimg b phan khdc ¢ nhu cdu goi lién tinh, qudc € phat ding ky véi
Vin phong d¢ theo d&i vA phdi 6 su déng ¥ cta linh dao Trung tam hoiic Chdnh
Vin phong va truong phong chuyén mén khi duoc uy quyén.

2.2. Vé dinh mitc chi cho dien thoai ¢ dinh tai co quan:

Cin ¢t chi phi thuc t& nAim 2005 vA chiic ning, nhiém vu cua timg don vi.
Bun Gidm d6e tam thoi quy dinh muc chi d6i vi tmg don vi (CS vin bin riéng).

Mic khodn ndy khong dp dung cho mdy FAX vi di¢n thoai dudng da
quoc té.



Dé dam bao viéc 1ién lac di¢n thoai lién tinh, Trung tam trang bi mot
dién thoai dung chung do Vin phdng quan iy. CBVC va ngusi HDLD ¢é nhu
cau st dung dién thoai duong dai lién tinh phai ding k¥ vao so theo dai.

3.3. Thot vian va co ché khoan:

- Thot gian thue hién tirngdty  thdng  nam 2006

- Cédc phong c6 trach nhiém quan 1y va ghi chép cdc lan goi dién thoai
lien tinh va quoc 1€ hang thing cta don vi minh, tac diéu kién thuan loi cho vice
doi chicu kiem tra v&i buu dién khi thanh todn {(¢6 mau kém theo).

- Giao cho B¢ phan Tai vu-K¢€ todn theo doi chi phi dién thoai cua cdc
don vi trong Trung tam. Hang thang B phin Tai vu-Ké& todn cian ¢t vio bing ké
thanh todn cudc vién thong cta Buu dién Ha Noi, tong hop bédo cdo thi trudnge co
quan vé mifc chi cho dién thoai clia timg bo phan. Néu vuot mic khodn phai gia
trinh. Trudng hop khong giai trinh duge s& xem xét viéc nop bl (hoac trir viao thu
nhap phu). | :

- Trong thdi gian thue hién khodn chi, ¢dc phong ¢d y kién phan dnh, xin
gt vé Bo phan Tai vu-K¢€ 1odn tdng hop d€ bao cio Ban Gidm dac.

$O DANG KY GOI BIEN THOAI QUGC TE, LIEN TINH, MAY DI BONG

(Kém theo qui ché sir dung dién thoai ciia Trung tam Thong tin Khoa hoc
va Cong nghé Quéc gia dung dé theo ddi cdc cudc goi dién thoai tai cdc phong)

. ! L -
TT Ngay goi Neuoi goi 56 may goi Thoi gian v kién giai quveét

| 5

Ngay  thidng nam
Truong phong

2.4. TRANG Bl DIEN THOA cd DINH TAI NHA RIENG VA DIEN THOA! DI DONG

2.4.1. Dién thoai cong vu ¢d dinh tai nha riéng: Pién thoai ¢d dinh tai
nha riéng duoc trang bi cho CBVC ciia Trung tam theo Tiéu chuan quy dinh 1ai
Quy¢t dinh $678,/2001/QD-TTg ngay 16/5/2001 v quyét dinh 179/2002/QD-
TTe ngay 16/2/2002.

2.4.2. Dién thoai di done:

- Tiéu chuan trang bi:

+ Gidm doc Trung tam: Dam bao ci trang bi ban diw khong vuot
qud 3.000.000 dong vi cude phi hang thing



+ Pho Giam doc Trung tam cude phi hang thang

4+ Chdnh Van phong: cudc phi bang thang

_ Muc thanh todn cudc phi:
+ Giam doc Trung tam:
i co dinh tal nha riéng l\honf! qud 200
300.000d/thing
khong qud 150.000d/thing

. Dién thoal 000d/thdng

.Pién thoai di dong:
+ Pho Giam doc: Dien thoal di dong
Dien thoai di 4ong khong qué

+ Chdnh Vin phong:
rung tam quyét dinh tuy theo yéu

Cac truong hop khéc do Gidgm doc T
cau cu thé va nvuon thu cua don vi.

150.000d/thdng.



QUI CHE SUDUNG DIEN, NUGC VA VAN PHONG PHAM
(Ban hanh kém theo Quyér dinh s6” 10/QOP-TTRIICN ngay 1622000 cua Gidim
déc Trung tint Thong tin Khoa hoc va Cang nghé Quec gia vé bai hinit Quy ché
Chitién noi b thuee hién co chd' 1t chinh 4ot voi don viosienghiép oot

|. SUDUNG BIEN, NUGC SINH HOAT:

1.1. Sir dung dién:

- Phai bdo ddm an toan tuvet d5i khi st dung di¢n, Van phong ¢6 trich
nhiem thudng xuyen kiém tra he thong cdp din dién. automat téng, sira chira Kip
thoi cde i hong nhim ddm bdo [udn ¢6 dicn phue vu cde hoat dong cua Trung
tam ciing nhu an todn chung.

- Khong dugce str dung dién phuc vu edice nhu cdu cd nhan (nhu sic thuce,
dun nude, ndu thite dn, nude tim.).

- Khong duge sit dung TV, i lanh taj cic bo phan khong 6 chiic ning,

- Het git lam vige hing ngay. phai tit dién & it ca cdc thiet bl st dung
di¢n tai cdc bo phin. Néu vi 1y do cong viec phdi d lai lam VICC ngodl gior hinh
chinh. mudn nhat dén 17h30.

- Truong hop lam viéc muon hon phdi thong bio bing van ban cho Vin
phong va bao vé co quan. Han ché [im vide vio thit bay va Chu nhat, trudmg hop
can thi€t phii ¢6 sy déng ¥ clia Linh dao co quan.

- Can bo duge phép choi thé thao trong khu VUC ¢o quan mudn nhat
khong quéd 18h hang ngay, khi ra vé phai tit dién.

- Trong cdc phong Iam viée chi st dung difu hoa nhiét do, quat khi ¢in
thiét.

2. Sur dune nude

a. Nudc uéng

- Van phong chiu trich nhiém b trf nude udng cong cong trong ¢ quan
gom: nudc néng, nude lanh tai cic vi trf qui dinh trong co quan. Cic phong
khong tr dun nude trong phong lam viée, ngoai trir bo phan 18 tan chia Vin
phong.

b. Nuée sinh hoat

- Khi dung nude xong phii khéa vdi nude (truong hgp ma voi nude ma
khong ¢6 nude phai khéa lai ngay).

- Nhan vién vé sinh clia Vin phong mdi budi chiéu hing ngiv phii kidm
tra lal he thong voi nude tai cdc khu vé sinh trude khi ra vé.

II. SU DUNG VAN PHONG PHAM:

- Nguyén tic cdp phat van phong phim:



+ Gidy viet kho Ad, muc in laze, mue sao: khodn miic sw duny theo
loat hinh cong viée,

+ Cdc loai VPP Khdc ( bt da. buit vit bang. but xéa. but ¢hi. s¢ ghi
cheép): Khoan chi 5000d/ngudi/thing

[

+ Phong bi cic loal. cdp tai licu. dia mém: cdp phit theo nhu iu

oz,

thue t

- Cap phit vin phong phim: Viée ¢ilp phdt VPP cho cic don vi phai Jduee
wny hep thanh bing bidu vi ¢é ky duvet cla linh dao Van phong. Cudi thing
Van phong ¢d bio ¢do st dung van phong phim cia thing trude, dy trii mua
thing ticp sau. kém theo gidy bio gid.

Biéu 1. Van phong phim

THEO DOI SO LUONG GIAY SAQ CHUP HANG THANG

(Dung dé theo doi gitta Van phong va can bo phu trdch mdy photo)

TT Tén vin ban sao chup Sotrang | So bdn | Tong cong | K9 xdc nhin

R

h -

- SO t6n thing trude:
- S6 gidy cap thing nay:
- S6 gidy ton sang thing sau:

Vin phong Cédn b phu trich sao chup



Bicu 2. Van phong phim

THEO DOI MUA VAN PHONG PHAM THANG..........

(Diing dé theo doi giita tai vi-ké todn co quan va quan 1 val e

STT

Loai VPP

binh mirc

Di mua dot
trudc

. Con lai dot
nayv

(Ghi cha

' Cong

Cén bo QTVT

Biéu 3. Van phong phim

SO THEO DOI CAP PHAT VAN PHONG PHAM THANG

Can bd Tai vu-k€ 1odn

(Ditng dé theo doi gitta cdn b Van phong voi cde Phong)

Ten phong: oo e

STT !

Loai VPP

Binh miic

Ba mua dot
frudc

Con lai dot
nayv

(hi chu

—‘:

K¥ nhian cua linh dao Phong

Cdn bd Vin phong
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QUI CHE QUAN LY, SU' DUNG XE O TO CCO QUAN
(Ban hanh kém theo Quyét dinh 56" 10/QD-TTKHCN ngay 16:2:2000 cna Gidm
dic Trung rdm Thong tin Khoa hoc va Cong nghé Quac gia vé ban hanit Quy ¢nd’
cli téu ngi bo thiee hién co ché tai chinfi déi vor don vi sirnghiép 6t

. NHONG QUI BINH CHUNG

[.1. Xe ¢ to clia Trung tim 1 phuong tién phuc vl véu cin conyg e
cor quan, phai duge quin 1y chilt ché. diing qui dinh hién hinh.

1.2, Van phong [ don vi trye tidp quan v viee dicu dong, bo tri xe theo
chuong trinh cong tdc duoc duvét., dam bao tidt kiém v ¢d hidu quad trong cong
tic quan 1¥.

I NOI CUNG CU THE

2.1. Dang kv xe di ¢cong tac

- Cidc bo phin ¢6 nhu cdu di ¢ong tdc bing xe & td cla ¢o quan phai ¢
p‘nié’u dang kv di cong tdc ghi rd ndi dung cong viéc. thanh phin va thoi gian cu
the duge Linh dao Trung tdm duyét, ding kv véi Vin phong dé ba il xe the
lich duoc duvét.

- Lanh dao Trung tam di céng tdc: Van phong can ¢t chuong trinh cong
> va véu ciu cong viée clia Lanh dao bo trf xe.

E\

- Truong hop cdc phong di cong tde dot xudt, Vian phong can ¢t qut xe
dé gidd quvé’ Néu cong viéc khan cdp, co quan khong con xe thi Van phong bio
cdo Gidm ddc dé ¢6 hu’rjno giai quvét phit hop.

2.2. Quan v va sit duno xe

2.2.1. Trach nhiém cua tii xe

Qudn 1y va gilt gin xe sach dep, dam bdo tuyét d6i an toin cho ngudi
va phuong tién trong cdc chuyén di cong tdc.
- Lam v¢ sinh, theo ddi bio dudng xe theo ding quy dinh. Kiém tra vi
phét hién kip thdi cdc hu hong phdt sinh dé bdo cdo Lanh dao gidi quyét.

- Xe 0 16 chi dugc phép ra ngodi co quan khi ¢6 phi€u didu xe cua Van
phong hodc khi ¢6 sy diéu dong truc tiép clia Lanh dao Trung tdm. Ldi xe ¢6
trdch nhiém xudt trinh phxeu diéu xe cho Thuono triuc - Bdo vé clia co quan dé
xdc nhan gio di va vé cla xe.

- Mot thiét hai vé& xc do chl quan ldi xe gy ra, ldi xe phii tr chiu trdch
nhiém.

2.2.2. Str dung xe:
- Di cOng tic:

+ Cic dodn di cong tde bing xe 0 16 co quan phii ding ky vdi Van
phong nhu dd néu ¢ muc 2.1 dé bo i xe.
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+ Viéc dua doén cidn b tr Ha Noi len san bay Noi Bai va nguoc lai:
chi o trf néu doin cong tac tr 2 ¢dn bo rg 1én. Trudng hop mot ngudi sé duoge
thanh todn theo vé xe 6 10 ca clia Hang khone.

+ Van phong chi bo trf xe ddn tai nhi rieng d6i véi Linh dao Trung
tam va khdch mai doi ngoai cling di cong tdc.

- Phuc vu viéc hi€u: Trung tam chi b6 i chuy&n xe phuc vu viée hicu
(Vizng, tién dua) cia CBVC cia Trung tam tr Quing binh trd ra. Truong hop
khac CBVC ¢6 vite hi¢u duoc thanh todn tién tiu, xe theo ché do phép, dién.

- Phuc vu viéc hy: Cin bo, cong chifc ctia Trung tam t6 chitc xay dung
gia dinh cho ban than va cho con, néu ¢ yéu cdu va xe khong ban cong tdc,

Trung 1am s€ giai quyet cho muon 1 chuyén xe trong ngay, gia dinh tv o xang
dau.

- Phuc vu cong tdc doan thé: Cic doan thé khi ¢6 yéu cau sir dung xe
phai duge BGD phé duyet va dang ky véi Van phong dé bé uf xe.

2.2.3. Thanh todn chi phf s dung xe

- Céc cd nhan, bo phan st dung xe di cong tac ¢o trach nhiém xdc nhan
s6 Km thue 1€ d€ 1am cin ¢t thanh todn.

- Mébi thing Khodn cho mdi xe 60.000d dé rira xe, dam bdo gilt gin xe
sach, dep, van minh, lich str.

Mau phi€u dang ky xe cong vu:

PHIEU DANG KY XE CONG VU

. Ho tén ngudi dang kv:

f—

Bl

. Bon i

. Thai gian:

= L

. Dia diém can di:
. Muc dich:

h

Lanh dao Trung tam duvét Y kifn van phone Ha Nod ngay  thang  nam

Ngudt dang ky



QUY CHE SU DUNG, BAC DUGNG, SUA CHUA MAY SAC CHUP-MAY VI TINH-MAY
[N, MAY DIEU HOA NHIET O

(Bun hanh ke theo Quydt dinh s6 10.0D-TTRHCN ngay [0/2:2000 cita Ghim

doc Trung v Thong tin Khoa hoc va Cong nghd Quee i ve ban haih Quy eid’
chi o ngi bo thute hidn co ché téi chinft doi vey don v sie nghidp ed il

[ NHUNG QUY BINH CHUNG

My sao chyp. mdy vi tinh, mdy in cde loal (sau day eot tit 1o thict bo 1y
Gl sdn cua co quan, duoc trang bi cho cde phéng phuc vu che hoat Jdoéng chung
clia cde phong va Trung tam.

Trudng phong chuyén mon chiu trich nhi¢m guan ly cde thier bi duge
giao cho den vi minh.

Il NOI DUNG CU THE

2.1. Quv ché sit duns

2.1.1. Mdy sao chup, mdy vi tinh. mdy 1n cdc loal 1 tid san ¢6 dinh nén
trude het phii tuan theo ding quy dinh quin 1Y, sir dung TSCD cua Nhd nudc.
Nsgodi ra con tuin theo cdc quy dinh cu the sau:

- Tai cidc vi trf d€ mdy phai din cde qui dinh s dung.

- Ngudi khong ¢6 nhiém vu. khong duce tir dong su dung mdy. Khong wr
déng thio lip anh hudng dén tinh trang k¥ thuit mdy. Khong di chuveén miy ta
ngoai pham vi phong 1am viee. Cin b0 b¢ phda nay Knong tien su dung mav
to phin khdc.

Sau khi sit dung phai vé sinh sach s& thi¢t bi vi che ddy can than.

2.1.2. D61 véi mdy tinh, mdy in laze:

- Ngudi st dung mdy vi tinh, mdy in laze phai tuén thu quy trinh sirdung,
bio quan.

- Cic bo phan duge trang bi mdy tinh vd mdy in laze phii chu dong SUr
dung ¢6 hidu qui. Van phong chi phuc vy dinh mdy cdc i licu clia linh dao
Trung tam.

_ Tuyet doi khong st dung mdy tinh dé choi trd choi trong gi lam vige.
2.1.3. Béi vdi mdy sao chup:

Bo phan ¢6 nhu cdu sac @i lidu, phii c6 phi¢u dé nghi sao chup <o phe
duyét clia Lanh dao phong. Phi€u sao chup néu r& tén tad licu, O trang, sO ban va
chuyén tai liéu cho Phong [n-sao. néu rd yéu cdu s lugng ban sao.

Céin bo phu trach mdy sao chup ¢6 trich nhi¢m:
- Am hiéu quy trinh sir dung thiét bi v sit dung ding quy trinh.

- Néu ¢6 nhiéu bo phan dang k¥ sao. thuc hién theo thir tu (urlr truong hop
khin)
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- Khong nhan sao cho ngudi ngoai co quan (trir ruong hop c¢é ¥ Kién cla
lanh dao Trung tam). .

- M& 50 theo dbi s6 hugng ban sao (theo mbu)
- Tai licu sao gidi quyét gon trong ngay trr trudng hop s6 Juong 1dn).

Trong qud trinh sir dung thi¢t bi, néu 6 bu hong hoac su ¢o phai thong
bdo cho Linh dao phong d€ giai quyét. Mot thicu 6t do chll quan mi dan dén hu
hong, ngudi quin 1y truc 1iép phai ¢6 trach nhi¢m boi thudng toan bo kinh phi
sUra chira.

2.2. Quy ché bao dudng. sita chita mav sa0., mav tinh. mav in cdc loai
mav diéu hoa nhiét ¢o

2.2.1. D41 v6i may sao:

Vin phong duy tri ché do bao dudng, bdo hanh hang thing cta nha cung
¢dp va sira chita khi ¢6 héng héc bat thudng.

2.2.2. D61 véi mdy diéu hoa nhiét do:

Viin phong s& duy tri ché do bao dudng d6i véi mdy diéu hoa nhiét do 1
lan/ndm vio cudi mita he.

2.2.3. Bt v61 mdy tinh, may in laze:

Phong Tin hoc $& dém nhan viée bio dubng mdy tinh cho toin bg co
quan. Mot nam sé thue hién 1 dot vao thang 4 hang nam.

Boi dubng cho cin bo k¥ thuat bao dudng 30.000d/14n (cho mo6t bo mdy
vi tinh v may in).

Ngudi sit dung mdy vi tinh, may in phai ¢6 ¥ thite va trdch nhiém gilt gin
sach s&€ mdy vi tinh, may in. Khu vie dé mdy vi tnh, mdy in phai kho rio, phat
dam bao cdc yéu ciu vé veé sinh.

Trudng hop mdy bi hong dér xudt cac phong phai thong bio cho Vin
phong d¢ 6 hudng gidi quyét. Cic mdy con trong thoi gian bio hanh thi s& 20i
nki cung cdp sira chita, mdy hét thoi gian bao hanh thi Van phong v su hd trg
cua phdng Tin hoc s& xem xét vi g4 nghi stra chira.
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QUY CHE VE PHU CAP BOC HAI, BOI DUONG HIEN VAT
VA TRANG Bl BAC HO LAO DONG
(B o ko theo Quyet dinh 8 [ OD-TTKHCN neay 16722006 cua Gidi:
doic Trung rdm Thong tin Khoa hoe va Céng nghd Quae gia vé ban hanft Qi chd
cli 1idu néi b thice hicn cor chd 13 chinh doi véi dem vi sienghicp o6 i
NHUNG QUY BINH CHUNG
- Ph cdp doc hai, boi dudng bdng hién vt vi trang bi bio ho lae dong
ducie thue hidn nham ddm bao quven let cua CBYC cta Trung tam.
- Co s dé xét phu cip doc hat. boi duCng bing hién vat va cap phat trang
bi bao ho fao dong 1a cic vin bdn quy pham hién hinh ca Nhd nude va muce do
tham gia lao dong trong diéu kién moi trudng doc hai cua CBVC tai co quan.

- Phueng thite thue hién bang tidn hodce bing hién vat,

Il NHONG QUY BINH CU THE
2.1. Phu cip doc hai, nguy hiém
2.1.1. Cac mirc phu ¢ap va doi tuong duoe hurong

Phu cdp doc ¢6 hai mire: He s& phu ¢dp 0.1 va 0.2 so v6i luong 61 thi
Dai tueng duee hudng nhu sau:

1.

Mire 1: Heé s6 0,1 so v6i lyong toi thiéu ap dung doi véi eong chiie -
vién chirc truc ti€p lam cic cong viée sau:

- Cidz cong viee lua chon, phin leal. sip x&p. bio qudn tal ¢ vi ié chic
st ¢ung tid licéu trong kho luu tri.

- Théng Ké, tra cffu va cung cip cdc tdi licu cho doc gid (k& cd nhimng
ngudi lam cong tic déng goi gui, nhan tai lidu véi nude ngoil).

- Van hanh mdy in opsct, typo, mdy xén, ke gidy.

- Trdng ma phoi vi stta ban k3m.

- Dien todn (x1 1y phian mém, lap trinh; mang)

Mite 2: Hé s6 0,2 so voi lurong toi thiéu ap dung ddi véi cong chic -
vién chire truc tiép lam cac cong viéce sau:
- True ti€p 1am vé sinh, khur tring, chdng md&c, mot, mai trong cic Kho tai

li¢u. _

- Tu stra, phuc ch& cdc ti lieu bi hu hong (ké ci sao chup, in n 13i licu
cll 0 trong kho).

Phu cdp doc hai duge tinh theo thol gian nguot lao dong lam viée trong
moi truong doc hai nguy hiém (ké ca ngudt kiém nhiém. lam thay). Lam viéc
trong maéi trutmg cd yéu ¥ doc hai nguy hiém tir | giy dén dudi 4 giv rong
nodv. dugc tinh 1/2 ngdy, tir 4 ¢io trd 18n trong ngly duoc tinh ci ngay.
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2.1.2 Boi dubng biing hién vat

Nhimg d6i tuong duoc hudng phu cip doc hai nguy hiem duge boi dudng
tal chd hdﬂ“ hién vat duoc tinh theo dinh suit va gid tr) banﬂ tién tuong Une theo
cac muc sau:

Mifc 1: ¢6 gid tri bang 2.000d/ngay

Mirc 2: ¢6 gia tri biang 3.000d/ngay

Ngodi cic d6t tugng O phan trén, cdc doi tugng sau day cling duge huong

o1 dudmnge bing hién vat (nhung khong hudng phu cép doc hail:

+ Tiép xtic véi y&u 16 vat 1¥: vi khi hau, 6n, rung, dp suét, dién tr trudng.
inh sdng qud choi, laze, dién &p cao....;

+ Ti€p xuc véi hod chat doc: hoi doc, khé doc, bui doc,...

+ Tiép xtic véi yéu 16 sinh hoc doc bai, moi trudng v¢ sinh lao dong xau:
Virut, vi khudn doc hai gay bénh; phan, nudc, réc, cdng ranh hoi théi.

Lam viéc trong moi trudng c6 yéu 16 doc bai nguy hiém tir 1 gidy dén dudi
4 ¢id trong ngdy, duge hudng 1/2 dinh suit boi dudng, tir 4 giv tro 1én duoc
huong ca dinh suat boi dudng.

2.1.3. Phuong thue thuce hién.

Viéc xét d6i tugng duce hudng phu cidp doc hai s€ duoc thuc hién hang
nim bdi Hoi déng xét phu cap doc hai cia Co quan. Thanh phan Héi dong xét
phut ¢dp doc hai bao gdm: lanh dao co quan, dai dién lanh dao van phong, cdn bd
phu trach 18 chic, dai dién cong doan, dai dién Ban thanh tra nhan dén, dai dién
Y € cos6.

Phy cdp doc hai dugc tra ciing k¥ luong hang thdng trén co s¢ bang chim
cong.

B&i dudng doc hai bang hién vat khong dwoc thanh todn tryc 1iép bang
tién cho ddi twong duge hudng. Vian phong 16 chife viéc cip boi dudng bang hién
vat haing thdng trén ¢o s¢ bang chim cong.

2.2. Trang bi phuong tién bao hé lao dong ca nhan:
2.2.1. D61 tegng dp dung:

Cong chire, vign chiic true Usp 1am céc cong viée sau duge trang bi
phuong ti¢n biao vé cd nhin:

- Siip chi, rira chi. stra chlra mdy in, xén gidy déng sdch, in cac loa
{Ivpo. ronzo, opset..)

- Ml ban kém
- Phai ban kinh, ban kém
- Qu#t don co quan. xi nghiép. tap vu

- Lam cde viee bio quan, khai thac tai lico luu wir (vé sinh kho. bom rac
thuoe trir moi mot)

- Vin hanh kiem sta chira. bao dudng mdy thiét by vin phong (mdy vi
tinh vi mdy in kém theo). mav sao chup, may fax.
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- Cin ba. cong chic lam vé sinh corquan,

- Bio veé-thudng trye ¢ quan.

# Dot vél CBVC [am cic cong vide in opscl, 1n nhanh, déng xdén v lam
ban kém:

+ Ao cholng vii: 2 bo/nam/ngud

+ M vai 2 chide/nam/ngudi

+ Khiu trang: 6 chige/nam/nguot

= Dép: 2 Jdoi/nam/ngudi

+ Xi phong: I kg/ndm/ngudi
+ Khan mat: 6 chiée/nim/ngudi

+ Gang tay vai bat (trang bi chung dé sir dung khi can thict) cin & vio
s& cdn bo duce hudng dé qui dinh s0 luong ging tay.

% Pt vo1 CBVC lam truc tiép trong kho tiu higu:
+ Ao choang vai: 2 bo/nam/ngudi
+ M vai: 2 chigc/mam/nguc

+ Khau trang: 6 chide/nim/nguoi

+ Dép: 2 doi/nam/ngudi
+ Xa phong: 1 kg/nam/ngu
+ Khin mat: 6 chifc/nam/nguci

* Pt vei CBVC lam vé sinh cd quan:

+ Quéin 40 BHLD: 1 bo/nam/ngudi
+ Ung: 1 doi/nam/ngudi

+ Giang tay cao su: 4 doi/ndm/ngudi

+ Khau trang: 6 chifc/nam/ngudi

+ Xa phong: 1 kg/nﬁm/ﬁgtrﬁii

+ Khiin mat: 6 chi€e/nam/ngudi

* Dt véi CBVC Bao ve-thudng tryc co quan:

+ Pong phuc bdo vé: 1 bd/nidm/nguoi

+ Ung: 2 doi/nim  (cho bdo vé ban dém)
+ Ben pin: 2 chige/nam (cho bdo vé ban dém)
+ Ao mua 2 chise/nam (cho bdo vé ban dém)



2.2.3. Phuong thitc thuc hién:
Cac trang thiél bj bac ho do Van phong cap phat 1 lin/nam.
2.2.4. Sir dung trang thiét bi bao ho lao dong

-~ Cdc doi wong duge trang bi thiét bi béo hd lao dong phai str dung
chung trong hoat dong chuyén mon ctia minh.



QUY CHE BAO TAO VA BOI DUGNG NGHIEP VU

THEO KE HOACH THUGNG XUYZN
(Bt hanly ként theo Quyét dinh s¢ 10iQD-TTKHCN ngay 16/2:2000 cria Giim

doc Lrung tdn: Thong tin Khoa hec va Cong ngh¢ Quoc gia ve han hanh Quy iy

LEEE

chi tiéu ngi bo thuge hién co chd'tai chinh dot véi don vi sue nghiéy e thuy)
L. QUY BINH CHUNG

- Khoan chi cho cong tde dae tao. boi dudng nghiép vu cho cin bo. cong

chue Nhi nuee duoe bs i hdng nam trong k& hoach chi thubng xuvén cia
Trung tam.

- Kinh phi dio tao béi dudng cdn bd. ¢ong chite Nhid nude duge si dung
dé chi cho cde nhiem vu true t€p dlo 130 boi dudng kidn thitc cho cic doi tong
theo k& hoach béi dudng dao tao hang nim khong st dung chi cho cong tic quan
I¥ cua Trung tam.

.

. NOI DUNG VA MUC CHI

£y

I. Chi cho cong tic dao o, béi dudng cin bg. vién chie Nhi nuée bao

1

ti
LM
=i

1.1. Bi¢n soan tai licu hoc tip. bai giang: Mic chi duge quv dinh treng
ch¢ do nhudn bit clhia Trung tam.

1.2, Chi trd thil lao cho gidng vien (Giing vién day thém gie. giny vien
kiem nhiém bén ngodi truong duge moi gidng), chi cho chuyén gia nudce ngoit
glang day néu dugc cap ¢é thim quveén phe duveér.

Muc chi quy dinh nher sau:

- D01 v6i cdc giang vién 13 Bo truong, Thit trudmg (vit tuong duony):
200.000 - 300.000 d/budi.

- Doi v6i cde gidng vien 1 cdp Cuc, Vu, Vi¢a & cdc co quan Trung wone,

cde gido su, ti€n s1: 150.000 - 200.000 d/budi.
- D61 vdi cdc gidng vien 1a d61 tugng khdc: 100.000 - 150.000 d/buoi.
- D61 v6i tro gidng, hd tro k thudt: 70.000 - 100.000 d/budi

1.3. Chi cho hoc vién: Viec hé trg mot phén tién an cho hoc vién thue
hién theo ch& do hién hanh.

1.4. Chi cho ¢cong tic 16 chie ldp:.
- Cong tic gido vu, bao gém: chitu sinh, chudn DI va clp phit tdi licu,
gido vy, v.v. duge thanh todn sé 10 1am ngodi givy theo quy dinh hién hianh.
- V¢ sinh 1dp hoc:
+ Lop dudi 60 hoc vién: 30.000 d/ngay
+ Ldp trén 60 hoce vién: 530.000 d/ngay
- Phue vu nude udng:

+ L.dp dudi 60 hoc vien: 30.000 d/ngay
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+ Lép wren 60 hoc vién: 50.000 d/ngay
- Trong xe:

+ Lép dudi 60 hoc vidm: 40.000 d/ngay

-

+ Ldp trén 60 hoe vien: 70.000 d/ngay
- Chi mua, sao tai licw, van phone pham (néu ¢6): theo thue 1¢ va hod don
chirne tin

2. Chi cho cdn bo. vién chiic v hgp dong lao dong duwxe va di hye.

Czn cff vao tinh hinh vi khi nang bo i kinh phi, Gidm ddc quyét dinh
cac miic chi cu thé¢ cho pht hop, dam biao khong vugt mic téi da 450.000
dong/thing.

3. Cédn bo-cong cinic duge cu di hoc tap trong nude hodc ngan han & nude
neoii (dudi 1 thang) duge huéng nguyén luong va phu cép tang thém néu ¢6
trong k€ hoach dao tao bdi dudng hang nam.

.h
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