LIEN DPOAN LAO PONG TINH BEN TRE ~ CONG HOA XA HQI CHU NGHIAVIET NAM

CONG POAN GIAO DUC Péc 1ap - Tw do - Hanh phic
S6: 05/HD-CPGD Bén Tre, ngay 25 thang 04 ndm 2014
HUONG DAN

thwe hién quy dinh thu, chi, quan ly tai chinh cong doan co s&

Cin ctr Quyét dinh s6 272/QD-TLD ngay 7 thang 3 nim 2014 cua Poan Chu
tich Téng Lién doan Viét Nam vé viéc ban hanh qui dinh thu, chi, quan 1y tai chinh
cong doan co so; Can clr vao tinh hinh thyc té cta to chic cong doan co s va hoat
dong tai cac cong doan co s¢ truc thudc; pé chﬁp hanh va thuc hién nghi€ém tuc céac
quy dinh ctia Nha nuéce, Tong lién doan trong viée str dung ngan sach cong doan,
dong thoi cling dé théng nhét vé cac muyc chi trong hé théng cong doan co so cic
don vi tryc thudc; Ban thuong vu CBGD tinh hudng dan thyc hién quy dinh vé ndi
dung, pham vi thu, chi tai chinh céng doan co s¢ ap dung d6i vi Cong doan co s
truc thudc nhu sau:

I. PHAN THU:

1. Thu kinh phi cong doan: (Ma s 22)

1.1.Mirc dong kinh phi Cong doan (KPCD)

-Murc déng bang 2% quy tién luong lam cin cir dong bao hiém x3 hoi
(BHXH) cho nguoi lao dong theo quy dinh tai Nghi dinh s6 191/2013/ND-CP ngay
21/11/2013 cua Chinh phu quy dinh chi tlet vé tai chinh cong doan.

-Quy tién lvong nay 13 tong muc tién luong cia nhitng nguoi lao dong thudce
d6i twong phai dong bao hiém xa hoi theo quy dinh ctia phap luat vé BHXH.

1.2. Chirng tir kém theo:

- Glay dong kinh phi cong doan (d6i voi Cty C6 phan sach thiét bi).

- Gidy rat ngan sach Nha nudc chuyen nop KPCP (d6i véi cac trudng, trung
tam, don vi st dung ngan sach nha nudc dé dong KPCD).

1.3. Kinh phi cong doan CDCS dwoc su dung:

Cong doan CDCS duoc st dung tir viéc dong 2% KPCD 1a 65% tong kinh
phi, ndp 1én Cong doan cap trén 35% tong kinh phi.

Vi du: 6 thang dau nim don vi dong 2% KPCPD 13 20.000.000 triéu dong, thi
CDCS dugce st dung 13 13.000.000 ddng, ndp cap trén 1a 7.000.000 dong.

20.000.000 triéu dong x 65% = 13.000.000 dong

2. Thu doan phi cong doan: (M s6 23)

2.1.Muec dong doan phi cong doan

-Muc dong doan phi hang thang bang 1% tién luong lam cin cir déng BHXH
theo Hudng dan 258/HD-TLD ngay 07 thang 3 nim 2014 cta Téng Lién doan Lao
dong Viét Nam vé dong doan phi cong doan.

-Tién lvong lam can ctr dong bao hiém x& hoi la tién luong cép bac, chuc vu,
luong theo hop ddng lao dong, hop dong 1am viéc va cac khoan phu cap chirc vu,
phu cdp tham nién vuot khung, phu cip tham nién nghé. Khi tién luong lam cin ctr
dong bao hiém xa hoi thay doi thi tién lwong 1am cin ctr dong doan phi cong doan
thay d6i theo quy dinh ctia phap luat vé Bao hiém xa hoi.



2.2. Churng twe kem theo:

Danh sach dong doan phi, co chir ky cia CDV ndp (néu thu truc tiép tur
CbV), Chu tich CDCS va nguoi 1ap bang ky xac nhan.

2.3. Doan phi CDCS dwoc sw dung:

CPCS dugc sir dung 60% sb thu doan phi cong doan, ndp 1én cong doan cip
trén 1a 40%.

Vi du: 6 thang dau ndm CDCS thu 1% doan phi caa CBV 1a 10.000.000 triéu
ddng, thi CDCS duge st dung 14 6.000.000 dong, ndp cap trén 13 4.000.000 dong.

3. Thu khac: (M3 s6 24)

- Thu quy vi tré tho, thu hd trg kinh phi cua CBCS ban vé hoat dong phong
trao, ... ching tir kém theo 1a cac gidy to ¢6 lién quan dén khoan thu.

- Thu quy xa hdi 1a van dong cac quy ung ho (quy tinh nghia, quy MACD, va
cac loai quy van dong khac do dia phuong phat dong)

* Luu ¥ doi véi cde khoan thu khdc ngodi cdc qu xd hoi tir thién (quy tinh
nghia, quy MACD va cac loai quy van dong khac do dia phwong phat dong) con lai
cdc khoan thu khac CPCS duoc sw dung 100%.

Tét ca cdc ngu5n thu, chi cia CPCS diéu dicoc thé hién trong s6 thu, chi hoat
dong kinh phi cong doan.

4. Thu Kinh phi cip trén cip: (Ma sb 25)

Gidy dé nghi cip kinh phi cia CDCS da dugc duyét va phiéu chi cap kinh phi
cua Cong doan Giao duc tinh.

I1. PHAN CHI:

Pau nam tai chinh cac CDCS goi Qui ché chi tiéu ndi bd ctia CDCS vé Cong
doan Gido dyc tinh dé theo ddi trude khi duyét quyét toan.

1. Chi phu cap Can b khong chuyén trach: 30% (M s6 28)

1.1. Chirng tur kém theo:

- Bién ban hop Ban chap hanh théng nhat mtrc chi phu cap cho ting dbi tuong
duoc chi (Néu trong Quy dinh chi cia CDCS khong c¢6 ghi hodc muc chi cho cac
can bd Cong doan khong chuyén trach c6 thay déi so voi quy dinh chi di ban hanh).

- Danh sach chi phu cap c6 ky nhan cta ting ca nhan, (khong ky thay) c6 chir
ky duyét cua Chu tich.

1.2. Cdch tinh phu cip:

-Phu cip can bo cong doan khong chuyén trach, CDCS duoc chi tbi da 1a 30%
s6 kinh phi CDCS dugc sir dung trong nam.

-Néu chi khong hét thi duoc chuyén sang nim sau chi cho cac hoat dong khac.
Trong truong hop thiéu, cong doan co sO phai xem xét giam dbi tugng, muc chi phu
cap can bg cong doan cho phu hop vo1 ngudn tai chinh duge phan bd. Khong truy lai
phu cap cho can bo cong doan néu nam trude d6 CDCS khong chi, hodc chi khong
du ti 1€ 30%.

Vi du: 6 thang dau nim CPCS duoc sir dung 13 13.000.000 dong tir chuyén
2% KPCP va 6.000.000 dong tir thu 1% doan phi, thi tong kinh phi CBCS dugc s
dung 6 thang dau nam 14 19.000.000 dong.

PC CB khong chuyén = 19.000.000 dong x 30%



2.Chi Quan ly hanh chinh: 10% (Ma 50 29)

2.1. Cac ngi dung chi:

- Chi bai hoi CDCS bao gém: Trang tri, in tai li¢u, boi dudng dai biéu, nudc
uéng. Tuy theo timg ndm Pai hoi ma CBGD tinh s& ¢6 hudng dan.

- Chi mua van phong phém cho CDCS hoat dong, stra chira nhd, dung cu vat
tu van phong CD, coéng tac phi, chi nudc udng hop Ban chdp hanh CDCS, tiép

2.2.Chirng tw thanh toan kem theo:

- Gidy dé nghi thanh toan.

- Hoa don mua hang theo dung quy dinh cua By Tai chinh: mua hang c6 gia
tri dudi 200.000 ddng duge st dung Hoa don ban 1é dé thanh toan, mua hang c6 gia
trj tir 200.000 dong trd 1én phai 14y Hoa don Tai chinh dé thanh toan. Trén hoa don
phai ghi day du cac tiéu thirc: tén don vi ban, dia chi noi ban; tén va dia chi nguoi
mua; mit hang, sd luong, don gid, thanh tién bang sd, bang chit; chit ky ctia nguoi
ban, ngudi mua; ngay, thang, ndm phat hanh Hoa don.

- Céc chig tur c6 1ién quan.

3. Chi hoat dong phong trao: 60% (M3 sb 31)

3.1. Ty 1¢ chi cho hoat dpng phong trao la 60%, trong 36 CDCS dugc chi hd
trg du lich khong qua 10%, chi trg cap kho khin khong qua 10%. Viéc phan bb ty 18
chi cho cac hoat dong khac do CPCS quyét dinh, nhung phai dugc thé hién 13 trong
qui ché chi tiéu ctia CDCS.

3.2. Ngi dung chi phong trao:

a- Chi tuyén truyén, bodi dudng bao cdo vién (dudi moi hinh thirc nhu: treo
bangron, phd bién trong budi sinh hoat Cong doan, t6 chirc budi hop mit cac ngay 18
16n trong nam, bdi dudng cac thanh vién tham gia chaim diém thi dua cubi nam...).
Chi mua sach, bao phuc vu cho cong tac tuyén truyén ctiia CDCS (luu ¥ tuy kha ning
kinh phi cia CDCS ma BCH CBCS co6 thé dit mua cac loai bao nhu: Béo lao dong,
tap chi Lao dong, ... mua sach, tai li€éu tham khao khi c¢6 chi dao ctia cong doan cép
trén).

b- Chi phat trién doan vién cong doan. ..

c- Chi td chitc cac hoat dong vé van hoa, thé duc thé thao, to chirc hoat dong
ngay qudc té phu nit 8/3, ngay Qudc té hanh phic 20/3, ngiy phu nit Viét Nam
20/10, ngay gia dinh Viét Nam 28/6...

d- Chi khen thuong (so két, tong két thi dua, tip thé c4 nhan dat thanh tich
Xudt sic trong cac phong trao thi dua do CDCS phat dong)

e- Chi hd tro t6 chirc ngay Qudc té thiéu nhi, khen thuong cho con CBGV dat
thanh tich xuét sic trong hoc tap, tét trung thu cho con CBGV trong don vi. (luu y
d6i voi myc chi nay CDCS c¢6 thé van dong CBGV don vi dong gbp “quy vi tré tho”
dé t6 chuc, kinh phi cong doan chi mang tinh hd tro).

Chirng tir thanh todn kém theo (cac muc chi a, b, c, d, e)

- Gidy dé nghi thanh toan.

- Bang ké céac chung tir thanh toén.

- Céac hoa don mua hang

- Danh sach chi tién tirng c4 nhan ky nhan (khong ky thay), ghi ngay thang lap
danh sach, Chu tich ky x&c nhan.



- Hop ddng + Thanh 1y hop dong kém Hoa don dung quy dinh Tai chinh
(trvong hop thué mudn dich vu).

- K& hoach t6 chtrc phong trao kém theo du tru kinh phi (néu lién tich phdi
hop hoat dong v4i cac don vi khac hoac véi chinh quyén thi du tru kinh phi phai
phan rd ngudn chi cu thé timg noi).

- Céc chimg tir ¢6 lién quan: thu moi, ké hoach phat dong ctia Cong doan cip
trén, CDCS ban.

* Luu y : Khi thanh toan cac khoan chi tir muc phong trao ma co 03 chung tr
tro len CDCS tdp hop tdt ca chirng tir 1én bang ké chirng tir thanh toan va ra 01
phiéu chi khéng ra phiéu chi cho timg héa don. Céc khodn chi ¢6 t6 chirc com cho
dai biéu CDCS' sir dung héa don tdi chlnh han ché viéc ké khai phiéu mua hdng.

f- Chi tham héi cdn bj, tro  cip khé khin

f-1.Chi tham hoi

- Phiéu thim hoéi doan vién va nguoi lao dong phai ghi rd ndi dung tham (dm,
tai nan, thai san, dam tang, dam cuwoi CDV, qua sinh nhat cua CDV, tang qua cho
nguoi lao dong nhan dip tet nguyén ddn), ddi tuong thim (cha, me bén vo, bén
chong, Vo, chong, con), sO tién dinh murc tham hoi phai duoc qui dinh trong qui ché,
néu tham hoi bang tién (thanh toan theo mau phiéu thim hoi).

- Trudng hop mua hang dé thim hoi thi ngoai phiéu thim hoi néu trén phai co
thém hoa don (dung quy dinh & muc 2.2 ).

- Chi qua sinh nhit CDCS t6 chirc ting theo ting qui. Lap danh sich cho
doan vién ky nhan néu ting bang tién (khong can 1ap phiéu thim hoi)

2. Chi tro cap khé khan:

béi v6i nhirng truong hop dac biét kho khan (tai nan, thién tai, hdéa hoan,
bénh tat hiém nghéo giy ton tht vé sirc khoe va tai san) CDCS c6 thé xét trg cap
cho doan vién va ngudi lao dong , nhung CDCS phai tu can d6i kinh phi khong vuot
qua 10% kinh phi dugc st dung trong nam

Cac ching tur thanh toan nhu sau:

- Bang dé nghi xét tro cap cho CDV do T6 trudng to cong doan lap, Chu tich
CPCS duyét mirc trg cap, hodc kém theo trich bién ban hop BCH xet trg cap.

- Danh sach c6 ky nhan ctia ¢4 nhan dugc trg cap.

- Cac chung tur c6 lién quan khac.

g- Chi hé trg du lich khong qud 10%

Churng twr thanh toan kém theo:

- Giay dé nghi thanh toan.

- Ké hoach phdi hop v6i co quan, don vi, trudng hoc, cong ty t6 chirc cho
CbV, CBGV-LD di du lich, trong d6 phai thé hién dugc 3 ngudn kinh phi (chinh
quyén, CDCS va CBV déng gop) phén rd n6i dung chi cua timg nguon

- Danh sach CBV ky nhan tién néu CDCS hd tro chi phi bang tién mit.

- Hop dong + thanh 1y, kém theo hoa don tai chinh néu chi thanh toan chi phi
thué xe hodc thanh toan phong nghi.

*Luuy : néu CPCS t6 chire du lich vao 6 thang dau nam thi kinh phi 10% sé
tinh thuc té cua 6 thang dau ndm va céng véi wée tinh kinh phi 6 thang cuéi nam dé
chi nhung téng sé tién CDCS chi phai dam bdo khéng qud 10% kinh phi CPCS



dwoc stk dung trong ndm. Con néu CDCS chi khong hét 10% thi sé tién con lai sé bo
sung cho chi hoat dong cua CDCS trong nam.

Néu trong nam CODCS chua su dung chi 10% hé tro du lich thi dwoc chuyén
s6 tién sang ndam sau dé chi cho hoat dong nay.

h. Chi cac khodn chi khac:

- Gidy d¢ nghi thanh toan.

- Bang dé nghj cua cac t6 chirc khac, Bién ban hop BCH thong nhat chu
truong chi.

- Céac cong van phat dong cua Cong doan cap trén, thu moi, thu ngd.

- Ching tir mua hang, cac gidy to nop tién, phiéu thu, vé ung ho, .

DPéi véi cac khoan chi ung ho, hd tro theo tho moi cia cac co quan dia
phuong, Chi doan thi ching tir thanh toan bét budc phai kém phiéu thu cta noi nhan.

*Lwu y: Doi véi trwong hop tham gia hoat ddng phong trdo theo cum, nhém
(cdc don vi phdi hop) bang hinh thirc déng gdp kinh phi cho don vi chinh thi don vi
nhdn tién cé trach nhiém Idp phiéu thu ghi s6 sé kinh phi nhdn cia cdc don vi ciing
phéi hop va quyét todn tong hop kinh phl cua hoat dong dé theo chimg tir thiee té.

4. Chi nop kinh phi, doan phl \: cap trén:

Phiéu thu cta cong doan cip trén néu ndp bang tién mat (ddi véi Cty cd phan
sach thiét bi).

5. Cac noi dung chi khac

Ngoai chi tiét noi dung cac muc chi néu trén CDCS tham khao cac muc chi
theo quy dinh cu thé duoc ban hanh kém theo Quyét dinh 272/QD-TLD ngiy
07/3/2014 cua Téng li€n doan lao dong Viét Nam vé viéc ban hanh Quy dinh vé thu,
chi quan ly tai chinh cong doan co sd.

I1I. HO SO QUYET TOAN:

1. Bao cio quyét toan: 2 ban (Mau B07/TLD).

2. S6 thu chi quy tién mat: 2 ban

3. S6 thu chi ngan sach CDCS: 2 ban

4. S6 chi tiét thu chi theo muc luc ngan sach cong doan: 2 ban

5. Phiéu thu, chi va cac chimg tir thanh toan c6 lién quan.

6. Bang d6i chiéu KPCP kém photo Gidy rat dy toan chuyén 2% KPCPD: 2
ban.

7. S6 thu chi cac loai quy xa hoi (néu c6).

IV. CAC KHOAN KHONG PUQC CHI TU TAI CHINH CONG
DOAN:

- Chi thdm hoi cac can bo- gido vién da nghi huu nhan ngay 20/11 va tét
nguyén dén, chi té chire tiéc ngay 20/11.

- Chi hé1i nghi can bo cong chirc, vién chuec.

- Chi khen thudng gido vién dat danh hiéu day gioi cip co s, cap tinh.

- Du dai hoi thé duc thé thao nganh gido duc,

- Chi mua cac vt dung vin phong ma khong thudc quyén st dung ciia cong
doan ...



- Chi thdm hoi 6ng ba ndi, ngoai ctia doan vién va ngudi lao dong, cac dbi

tuong khac khong lién quan dén CDCS.
V. QUAN LY, KIEM TRA, GIAM SAT TAI CHINH CONG POAN CO

SO

1. Viéc Quan 1y tai chinh cong doan co sé thuc hién theo Quy ché quan Iy tai
chinh cong doan ban hanh kém theo Quyét dinh s6 269/QD-TLD ngay 07 thang 03
nim 2014 cia Téng Lién doan.

2. Uy ban Kiém tra cong doan co s co trach nhiém kiém tra viéc xay dung,
thuc hién du toan, quyét toan thu, chi tai chinh cong doan co s hang nam.

3. Du toan, quyét toan thu, chi tai chinh cong doan co s¢ phai cong khai theo
quy dinh cta Tong Lién doan.

4. Thu, chi tai chinh céng doan co s¢ phai duoc phan anh day du vao sd ké
toan va chiu sy giam sat cua doan vién cong doan va ngudi lao dong tai don vi.

VLI.TO CHUC THU'C HIEN
Huéng din nay c6 hiéu luc thi hanh ké tir ngay 01/01/2014. Thay thé cho
Hudng dan s6 05/HD-CDGD ngay 10/6/2013 ctia CDGD tinh.
Cong doan co sé can ctr huéng din ndy trién khai thuc hién va chinh stra b
sung lai qui ché chi tiéu ctia don vi minh theo cic quy dinh thu, chi, quan Iy tai
chinh cong doan cho dung hudng dan. Trong qua trinh thyc hién c6 vudng mac
CDCS phan 4nh vé CDGD tinh dé xem xét giai quyét./.

Noi nhgn: ) TM. BAN THUUNG VU
-Ban Tai chinh LBLD Tinh ; (dé bao cao)

-Pang uy SGD&DT; } :
-BGb So GD&DT;

-BTV, BCH, UBKT CBGD tinh;

-CBCS tryc thudc tinh ;

-Luu : VT.

Pham Nghi Tién



