QUY TRINH THANH TOAN
(Ban hanh kém theo Quyét dinh sé6 314/QP-PHNLBG-TCCB ngay 25/5/2015
ciia Hiéu trwong Trwong Pai hoc Nong - Lam Bic Giang)

A.CAN CU PHAP LY

Cin cit Quyét dinh s6 189/QD-PHNLBG ngay 02 thing 03 nim 2015 ciia
Hiéu trwéng Truong Pai hoc Nong - Lam Bic Giang vé viéc ban hanh Quy ché
chi tiéu ndi b nam 2015;

Thuc hién theo cac thong tw huéng din ciia B§ Tai chinh, B Nong nghiép va
Phat trién nong thén quy dinh ché d§ quan Iy va chi tiéu tai chinh hién hanh,

Pé dap ing yéu ciu quan ly tai chinh, ting cudng cong tac kiém soat chi,
nhim giam b6t cic khau di lai, chinh sira va hoan thién chirng tir thanh toan
nhanh chéng, kip thoi dam béo ding thi tuc phit hop véi luit dinh, tao dicu kién
thuén loi cho ca nhan, don vi thanh toan. Phong Tai chinh - Ké toan hwéng din
mot so thii tuc va quy trinh thanh toin nhu sau:

B. QUY PINH CHUNG

1. Tét ca cac khoan chi tiéu phai c6 dy toan sir dung kinh phi, dw toan dwoc
lap theo ding quy dinh quan ly tai chinh ctiia nha nwéce, quy ché quén ly ngu(‘A)n
thu va chi tiéu ngi bg.

2. Cac khoan chi tiéu chii yéu thye hién biang chuyén khoan, tién mit chi dwoc
thanh toan cho mét s6 truong hop sau:

- Mua hang ndng san ciia h ca thé khong cé s6 tai khoan;

- Tién cong thué ngoai d6i véi ca nhan khong cé so tai khoan, cic khoan mua
sam, stra chira nho 1é ¢é gia tri dwdi 3 triéu dong 1 1an thanh toan;

- Chi tiép khach: Hoa don thanh toin & bén ngoai tinh Bic Giang; néu trén
dia ban tinh Biic Giang 4p dung cho cdc trwong hop gia tri < 2 triéu dong/lin
thanh toan;

- Tién cong tac phi;

- Mt s6 truong hop dic biét khac.

3. Cac khoin mua sim, sira chira tir 200.000 dong tré 1én phai cé hoa don tai
chinh (theo NP s6 51/2010/NDP-CP ngay 14/05/2010), trir cac khoin mua hang
ndng san ciia hd ca thé va khong dwoc xé 1¢ héa don.

4. Khi thanh toan néu c6 tir 02 chitng tir, h6a don tré xuéng thi nguwoi thanh
toan phai ké chi tiét vao gidy dé nghi thanh toan; néu cé tir 03 chirng tir tré 1én thi
1ap bang
ké chirng tir thanh toan (MAu sé: 03/TCKT)

5. TAt ca cac trudng hop mua sim bang hién vat déu phai ¢é nghiém thu cia



Phong Tai chinh — K¢ toan ngay sau khi mua hang va truwéc khi lam thi tuc

thanh toan.

6. Cham nhit sau khi két thiic nhiém vu 10 ngay phai 1am tha tuc thanh toan.

7. Trudng hop thanh toan bang hinh thirc chuyén khoén, néu nguwoi dé nghi
thanh toan hoic ké toan thanh toan ghi sai thong tin vé don vi thu hwéng thi phai
chiu mirc phi chuyén tién 1an 2 theo quy dinh ciia Kho bac Nha nuéc.

C. CAC QUY TRINH THANH TOAN
I. Quy trinh thanh toan chung

1. Quy trinh tam ung

So dd quy trinh:

Buéc Cac budc cong viée Thoi gian thue hién Trach nhiém
Lap ho se, c}lfmg tir - C4a nhan; don vi st
ban diu dung Kkinh phi.
1 l - Phong TC-KT.
"
Tiép nhén, xir IV hé so, - C4 nhan; don vi st
5 chimg tir dung Kkinh phi.
tir khi tiép | - K& toan thanh toan.
- Ké toan truéng.
3 - Ban Giam hiéu.
- Phong TC-KT.
Hoan tit thii tye tam - Ban Giam hi¢u.
4 iimg - C4 nhan; don vi sir
| dung kinh phi.
Cu the:

< Buwéc 1. Lap ho so chirng tir, chirng tir ban diu:
a. P6i voi ca nhan:
+ Gidy dé nghi tam trng (Miu s6 C23-H);

+ K& hoach, dw tru kinh phi di dwgc phé duyét (ban photo);
+ Gidy moi, gidy triéu tap di cong tac,... (néu cé) ban photo.

b. P6i véi nha cung cip:
+ Gidy dé nghi tam ng;




+ Hop dong (02 ban chinh);

+ Céc quyét dinh, hd so cé lién quan (ban chinh).

+ Tam irng tién mat: Khong qud 10 trigu déng{lén, trir mjt sé trwong hop dic bigt (Khi
cac khoan tam wng ky truoc dwoc thanh toan hét moi tiép tuc nhdn khodn tam wng lin
sau).

+ Chédm nhdt 10 ngay sau khi két thiic nhigm vu phdi hoan iing

+ Tam ikng bang chuyén khodn: Téi da khong qud 30% gid tri hop dong.

& Budéc 2. Tiép nhan xir Iy ho so chirng tir:

K¢ toan thanh toan khi tiép nhin ho so phai kiém tra ho so néu hop 1¢ thi
tiép nhan, néu khong thi huéng din bo sung hd so.

4 Budc 3. Trinh duyét

Sau khi tiép nhan chirng tir, ké toan thanh toan cé trach nhiém trinh ky Ké
toan trwéng va Ban Giam hi¢u ky duyét.

% Budc 4. Hoan tit thi tuc tam tng.
- Néu trng bang tién mit: Ké toan vién khi tiép nhin chirng tir diy dia va
hop 1&, hen nguoi thanh toan thoi gian dén nhén tién.
- Néu rng bang chuyén khoan, ké toin thanh toan tiép nhan chirng tir chuyén
cac bd phén lién quan dé thuc hién giao dich chuyén khoén.
2. Quy trinh thanh toan va thanh toan tam ung

C4 nhan, don vi thanh toan hoac hoan ung phai c6 chung tir, hod don hop I¢ theo
dung dy toan va theo dung nodi dung chi. Néu co phat sinh (s tién chi 1én hon dy toan
duoc duyét) phai c6 thuyét minh kém theo va duoc Hiéu truong phé duyét; khoan tmg
chi khong hét phai 1am thu tuc ndp lai.

So d6 quy trinh:
Bud , oA i e i . i
c Cac budc cong viéce Thoi gian thwe hién Trach nhi¢m

- Ca nhan; don vi st
dung Kinh phi.
- Phong TC-KT

< 5 ngay ké tir khi tiép | - Ban Giam hi¢u
hian hd so, chimg tir

Hoan thién hé so,

chirng tir ban diu

day du, hop 18



Tiép nhén, xir 1y ho so, <, )
e - Ké toan thanh toan
ching tir .
2 - Nguwoi de nghi
[
Trinh duyét - Ké toan trwéng
3 - Ban Giam Hi¢u.
- Phong TC-KT
Hoan tit thi tyc thanh - Nguoi dé nghi
4 foan - C4 nhan; don vi siv
| dung Kkinh phi.

Cu thé:

& Budc 1: Hoan thién hd so chirng tir ban dau

‘ Céc ca nhan va don vi thanh toan kinh phi phai hoan thién hd so ching tir ban dau
gom:

+ Gidy dé nghi thanh tofm (MAu sb: Cé!O/TM-N§ néu thanh toin bing tién
mat hoac Mau C40/CK-NS néu thanh toan bang chuyén khodn)

+ Du tru kinh phi da dwgc phé duyét (ban chinh);

+ Bang ké chitng tir thanh toan (Mau s6 03/TCKT) (néu c6 tir 03 chirng tir tré
l1én);

+ Chirng tir, hoa don tai chinh hop I¢;

o F Cac khoan c’hi c!m ngudi lao dong pho thﬁrng phai ¢o bﬁng,ch?im cong (M?l}l
s0 08b/TCKT), giay deé nghi than!l toz’ln~(Mﬁu s0: 07/TC'KT)', gi‘ﬁy bién nhan Yiét
tay co chir ky cua nglr(")’i nyén} tien (Mau 1§a/TCKT néu so tien < 1 tri¢u dong
hoac Mau 18b/TCKT neéu so tién > 1 tri¢u dong).

+ Hop dong, thanh 1y hop dong.
- Poi v6i cac khoian mua vit tw, héa chit, dung cu, sir dung dich vu c6 gia tri
nhu sau:

) + Héa don tir 3 triéu dong tré 1én dén < 5 triéu dong hoic gia t'ri cia 1 san
pham > %.000.000(1 tré 1én p‘h‘fli c6 03 bao gia (trwong hgp thué xe bat budc phai
¢6 hgp dong, thanh ly hop dong)

+ "l:ir 5 triéu dong dén dwéi 20 t}‘iéu dong phai c6 03 giz‘iy bao gié cua cac nl}z‘l
cung cap; bién ban lwa chon; hgp dong (Riéng mua héa chat; thuoc thu y; thuoc



BVTV thi tir 01 tri¢u dong tré 1én)

+ Tw 20 triéu dong dén dum 100 triéu dong phai c6 03 glay bao gia cua cac
nha cung cap, hoi dong mua sim ra quyet dinh lya chon; hop dong cung cap

Luwu y: Bdo gid cua cac nha cung cap cho tirng ni dung mua sdm phai gzong nhau vé
chuing logi, quy cach hang hoa, vit tu.

- Poi v6i viéc mua vit tu, siic vat, thué dia ban ciia hd ca thé.

(1) Mua vat tu, suc vat:

+ Gi4 tri < 1 triéu dong phai cé gidy bién nhén viét tay ciia chi hé (Mau
18a/TCKT)

+ Gia tri tir 1 triéu dong dén dwéi 5 triéu dong: phai c6 gidy bién nhan viét
tay c6 chir ky cia chi h¢ (Mau 18b/TCKT)

+ Gia tri twr 5 triéu dong tré 1én phai lam hop dong, than!l 1y hop dong c'() xac
nhin cua chinh quyén dia phwong, khi thanh toan phai co giay bién nhin viet tay
(Mau 18b/TCKT).

(2) Thué dia ban thue tip: Dia ban thué phai gin trudong nhit c6 thé.

+ Chi phi thug dia ban, thi lao hwéng dén,... <2 tri¢u dong: Phai c6 gidy bién
nhan tién viet tay cia chu hg(Mau 18a/TCKT).

+ Chi phi thué dia ban, thu lao hwéng din,... tir 2 tri¢u dong tré 1én: Phai cé
gidy bién nhin viét tay ciia chii hd; xac nhin caia chinh quyén dia phwong (cip
x2) noi chi hd cw tra.

- Mua vat tw, nguyén vat li€u, cong cu, dung cu phai c6 nghiém thu cua
phong Tai chinh -K& toin ngay sau khi mua hang.
4 Budec 2. Tiép nhén xir 1y hd so' ching tir

K¢ toan thanh toAn khi tiép nhin hd so, kiém tra ho so néu hop 18 thi tiép
nhan, néu khong hop 1¢ thi hwéng din bé sung hd so.

€ Budc 3. Trinh duyét
Sau khi tiép nhan ching tir ké toan thanh toan c6 trach nhiém trinh ky Ké
toan truéng va Hi¢u trudng ky duyét.
< Budc 4. Hoan tat thii tuc thanh toan
Khi chirng tir di diy di thi tuc, néu:
+ Thanh toan bang tién mit: Ké toan thanh toan chuyén cho Thii quy chi tién

+ Thanh toan bang chuyén khoan: Ké toin thanh toan chuyén cho cac don vi
lién quan lam tha tuc thanh toan.

I1. Thanh toan theo nhom muc chi

TT Noi dung thanh toan Trach Thoi Ghi chua




nhiém gian
thuc
hién
Nhom chi cho con nguoi
Tién lrong, cac khoan phu cip theo | Phu Truée | Bang chim céng ndp
lwong. trach ngay 15 | trwéc ngay 05 hang
Chitng tir gom: cac don | cia thang. Néu don vi nao
- Bing chim cong; vi; thang k}lﬁng n~(f)p bz”:ng ch’ﬁm
- Pé nghi thanh toin (néu co); TCCB; cong - se ’khong’ tinh
. , s | TC-KT lwong thang do cho
- Bang thanh toan lwong; thuyét dom vi.
minh ting gidm; cac khoan trich ngp. ’
Cac khoan trich nop theo lwong Phong Truéce
(BHXH, BHYT, CPCD, BHTN): TC-KT; | ngay 15
Ching tir gom: BGH Cﬁf‘
- Bang tong hop cac khoan phai ndp. thang
Thanh toan lam thém gio. Ca < 05
Ching tir gom: nhan, ngay
- Gidy d¢ nghi thanh toan (MAu | dom Vi
C40/TM-NS); phu
- Gidy dé nghi 1am thém gio; E;édll(;’r-
- Gidy bao 1am thém gio' (Miu 6 [ gy
09/TCKT).
- Bang ké thanh toan lam thém gio
Mau so 10/TCKT (Trwong hop cé tir
02 ngudi thanh toan tré 1én)
- Céc chirng tir khac (néu c6).
Thanh to4n tién cong.
a. Lao dong hop dong ngin han. Pon vi(< 05 (-Hop dong giri 01 lan
Chirng tiv gom: sit dung | ngay dén Phong TC-KT
- Gidy dé nghi thanh toan (MAu | LIP3 (1An diu) ban goc.
07/TCKT) phong - Thanh toan theo
- Hop ddng lao dong; lT)l(l{-CB; miu  s6  07/TC-KT
-Bing chim cong (Miu 08b/TCKT) TC(iIII(gT (chung cho 02 loai)
b. Thué lao dong theo ngay cong.
- Gidy dé nghi thanh toin (MAiu
C40/TM-NS);
- Gidy dé nghi ciia don vi c6 nhu ciu
thué lao djng;
- Biang chim céng. (Miu 08b/TCKT)
Tién thuéng. Phong |< 03 |-Quyét dinh khen
Ching tir gom: TCCB; | ngay thuéng cia cap c6
- Gidy dé nghi thanh toan; TC-KT; thim quyén.
BGH

- Bing thanh toan tién;
- Quyét dinh khen thuéng.




6 | Tién chi cac ngay I¢, tét Phong |[< 03 | Quyét dinh ghi ré
Ching tir gom: TCCB; | ngay mirc chi, ngudn kinh
- Gidy dé nghi thanh toan (Miu | TC-KT; phi, thanh phan dugc
C40/TM-NS) BGH; huong.
- Bang thanh to4n tién; C.Doan.
- Quyét dinh.
7 | Thanh toin BHXH. Canhin [ < 05 |- Gidy xin nghi 6m
a. Trg cdp ém dau va chim séc con ém: | thanh ngay cia CBVC guri Phong
Chirng tir gom: toan; TCCB xac nhan, trinh
_Giv xi hi ém: TCCB; BGH duyét.
y xin nghi om; ; .
- Gidy ra vién (didu tri ndi tra) TC-KT; - Don d& nghi cia
Y " R BGH; ngudi xin nghi dudng
. C? ung nhén nglg viee huropg ,BHXH C.Doan. stuc phuc hdi sau sinh
(Mau ?65-HD) (diéu tri ngoai tru) (tru6c ngdy hét thoi
b. Cflé dj thai sdan: gian nghi 6 thang).
- Gié}'/ khai sinh cua con (ban sao) ] - Truong hop di hudng
c.Ché do nghi’ duwong swc (phuc hoi hét thoi gian theo quy
sau sinh + om dau): dinh cuia BHXH phai
-Don dé nghi ctia nguoi xin nghi dudng c6 gidy xac nhan nghi
suc; viéc dé cham con (Mau
-Bién ban hop xét nghi dudng sirc sau 05B-HSB).
sinh cta CD truong;
- Gidy x4c nhan phiu thuat
8 | Thanh toan nghi phép nim (doi véi | Ca < 05 | -Néu nghi tai dia
CBVC(). nhan; ngay phuong phai co6 xac
Chirng tir gom: don vi nl}én cua dia phuong
- Gidy dé nghi thanh toin (Miu ph,u dén nghi.
C40/TM-NS) trach;
- Gidy nghi phép duoc duyét; TCCB;
. TC-KT;
- Vé tau xe. BGH
9 | Hoc bong, tro ciAp XH. Phong < 05 | Sinh vién dén nhan
Chirng tir gom: CT ngay HB,TCXH mang theo:
- Bién bén xét hoc béng, trg cdp XH. | -QLSV; -Th¢ sinh vién (ddi v6i
- Bang thanh toan HB + TCXH tirng Phong sinh vién dang hoc la
thang. T,C'KT; can su 16p).
¢ d cac - Chirng minh nhan dan
Quyet djnh. Kkhoa; (v6i svg da ra truong).
BGH
IT | Nhom chi hoat dong chung.
1 | Tién dién, nhién liéu, vé sinh méi | Ca < 03
truong. nhéan; ngay
Chirng tir gom: don vi
- Giéy @& nghi thanh toan (Miu | PhY
C40/CK-NS) tTféc?éT
- Héa don GTGT; BGHL.

- Cac chirng tir khac (néu cé)




Vat tw van phong. < 05

a. Khodn vit tw vin phong phim Khoa ngay - Can cir vao dinh

* Khoan VPP theo tin chi ciia GV. chuyén mirc  khoan, Kkhoi

Chirng tir gom: mon; lwgng giang day trong

- Gidy dé nghi thanh toan (MAu Phong ky hec, cac khoa lap

y ghi 3 (i

C40/TM-NS) PT;TC- ho so thal}h toan tleI}

- Bang ké chi tiét (Mau sé: 11/TCKT); | b3 VPP khoan theo ke

*Bang’ €c ) > | BGH. hoach giang day (Mau

Khoan VI{P cho cac khoa. s6 11/TCKT).

Chiing tir gom: 3 -Vat tu, van phong

- Giay d¢ nghi thanh toan (Mau pham dugc mua lam 02

C40/TM-NS hoac Mau C40/CK-NS) dot/nam va thuc hién

- Bang ké mua hang theo quy trinh sau:

- Hoa don tai chinh Phong HCTH tép hep

b. Vit tw, vin phong phim khéng nhu ciu vat tw, van

khodan. phong pham can c

Chirng tiv gom: V%‘O nrll{“ ?ﬁu Sﬁ’P(llll:mg
X : A A cia Trwong. on

-Keé h,oacl‘llmua sam dugc phé duyét; HCTH tri nhgk s hoaclgl

-03 ba,o g1a, . mua sim chuyén veé

- Quyét dinh chi dinh t’hﬁu hodc Bién Phong TC-KT tham

ban luya E:hQn nha cung cap. ‘ dinh tai chinh va

- Hop dong, thanh 1y hop dong mua ban trinh BGH phé duyét

(02 ban)

- Hoa don tai chinh;

- Bién ban ban giao (c6 xac nhéan cua 04

bén: Phong HCTH, TCKT, don vi nhan

hang va nguoi ban hang) néu nhan ngay

khong qua nhap kho,

Théng tin, tuyén truyén lién lac.

a. Doi véi cwéc phi dién thoai, | Ca

internet. nhan,

Chirng tir gom: don vi

- GiAy dé nghi thanh to4n; phy

- Bing ke kém theo hoa don tai | T2

chinh, , BGH. - Quyét dinh chi dinh

b. Doi voi nha cung cap dich vu. thau (néu gia tri hop

- K& hoach sir dung dich vu dwgc phé . dong > 20 triéu dong;
A Don vi o .

duyét; + duns Bién ban lwya chon

- 3 Bao gia cua nha cung cip, Market fllirch Vug nl.li‘l cung cap(néu gjé

dugc duyét, Quyét dinh chi dinh thau | 1 ) trj Hb < 20 tri¢u

hoiac Bién‘ ban lua chgn nha cung cap BGH. ’ dong)

- Hop dong, TLHD, bién bin ban

giao

- S6 bao phat hanh

Hdi nghi, hdi thio. < 05|- Gidy thanh toin

a. Hpi nghi, héi thao giia Truwong va | Ca ngay Mau s0 06/TCKT.

co quan bén ngoai. nhan; - Quyét dinh cir di




Ching tir gom: don vi cong tac (MAu so
- Gidy dé nghi thanh toan; thanh 13/TCKT)
- Bang thanh to4n tién; toan; TC
- Ké hoach, du toan du’q,c duyét; iglgﬁ
- Danh sach tham du, giay moi;
- Bién ban h§i nghi, hoi thio. . A
A .., . | Canhan

b. Irigl nghi, hgi thdao do don vi khdc to hoic
chirc. ] truén g
Chli:ng tir gom: doan;
- Giay moi du hoi nghi, hoi thao; TCCB;
- Quyét dinh ctr di dy hoi nghi, hoi | TCKT;
thao; BGH
- Gidy di dwong c6 xac nhan noi dén,
ngay dén, ngay vé,;
- Gidy dé nghi thanh toan (Miu sb:
06/TCKT).
Cong tac phi. Ca < 05 |- Néu co vé tau xe, hoa
a. Di cong tac trong nudc. nhén; ngay don phong ngu,...hop 18
Chiing tir gém: d?’n Vl (di'nh‘rﬂnl'rc ‘Eheo quy cl}é
- Giéy dé nghi thanh toan (Mﬁu ) C(,) ngwot chi tiéu 201 bo),; h(?a
C40/TM-NS) di don thuA’ tién + vé may

o o A i CT;TC- bay (cuong vé hodc thé
} Qu,y ¢t dinh cur di cong tac; KT;TC léen méay bay) néu di
- Giz’iy di duong; ) CB;BG bang phwong tién may
- Giay mc‘ri c6 lién quan dén chi phi tai | H. bay.
chinh (néu co); ) - Néu khong c6 hoa
- Liqh trinh cong tac (n€u di theo doan don tai chinh thi thanh
va dén nhiéu noi); toan bang muc khodn
b. Di cong tac nwdc ngodai. trong quy ché chi tiéu
- Gidy dé nghi thanh toan (Miu sb noi bo;
C40/TM-NS)
- Quyét dinh cir di cong tac cia cip
c6 tham quyén (01 ban goc);
- Dy toan chi cho doan cong tac
- Quyét toan doan ra (01 ban gbc) c6
phé duy¢t cua Ban gidm hi¢u;
- Bdo c4o két qua cong tac (01 ban);
- Lich trinh cong tac;
- Gidy moi cua phia nude ngoai co lién
quan dén chi phi tai chinh (néu co);
- Pho to ho chiéu cic trang xué( nhap
canh (xac nhn ngay di, ngay vé VN)
- Phi€u thu tién vé may bay kem theo
cuong vé hodc thé 1én may bay;...
Chi phi thué¢ mwén < 05|- Hop dong, TLHD
a. Thué phwong tién vin chuyén. CN, don | ngay thué xe (Miu sb
Chirng tir gom: vi lién 14/TCKT)




- Gidy dé nghi thanh toin (miu

quan; - Mirc gia tuin thud
C40/TM-NS hodc C40/CK-NS) HCTH; theo quy dinh chung
- 3 bao gia TCKT; vé thi tuc thanh toan
- Hop ddng (MAu 14/TCKT), TLHD, | BGH
héa don tai chinh;
- Ké hoach dwoc duyét;
b. Thué chuyén gia, gidng vién trong
nwoc. CN,don -HQ’p d("ing giﬁng day
- Gidy dé nghi thanh toan (MAiu | Vi thug; phong TCCB chuyén
C40/TM-NS hoiic C40/CK-NS) TCCB; cho Phong TC-KT 01
- Hop dong, TLHD TCKT; ban goc ngay sau khi
c. Thué dao tao lai cin bé. BGH. ky hop déng.
- Gifly d® nghi thanh toan (MAu | <5 - Quyet dinh cir di hoc
C40/TM-NS hodc C40/CK-NS) dg“ vi ciia BGH Kky.
; Giz‘ly;m(‘).'i (Ilél} cb) fré'ih;
- Qu):et dinh cir di hoc; . TCCB;
- Phiéu thu hoac bién lai thu tién; TCKT;
- Bing hoic chirng chi ban photo khi | BGH
két thiic khéa hoc.
- Cac chirng tir khac (néu cl)
Tiép khach -Ngwoi (< 05 |- Gidy bao com 6
a. Tiép khdch tai nha én co quan. dé nghi; | ngay chir ky cia don vi tiép
Chirng tir gom: Phong khach; Phong HCTH;
- Gify dé nghi thanh toan (Miu | HCTH; BGH.
C40/TM-NS) TCKT; - Bang ké thanh toan
. A 3 x| BGH. c6 xac nhin cua
;6B0341;% é{;{ ?rl;u’ng tur thanh toan (Mau ] ‘Ngm‘)’i Pl}bng HCTH; don vi
Ev . e dé nghi tiép khach;
- Giay bao dat com. thanh M .
¥ L .. . - Mic chi theo quy
b. Tiep khac!urngoaz truong. toan; ché chi tiéu ndi bo.
Chiing tir gom: _ | phu Trong héa don phai
- Giay dé nghi thanh toan (Mau | trach ghi ré s6 xuat in.
C40/CK-NS) don vi;
- Héa don tai chinh. TCKT;
BGH
Chi hd tr¢ Poan Thanh nién, Hji - Tuan theo cac quy
sinh vién va cac t6 chirc doan thé dinh chung vé gia va
khac - Nguoi thi tuc thanh toan
a.Chi mua vt tw, hang héa, CCDC, | @& nghi - Thoi han hoan tng
tai sdn... thanh va ’thanh toan: cham
- P& nghi thanh toan (MAu | toan; nhat 10 ngay sau khi
C40/TM-NS hoiic C40/CK-NS) Phong hoan thanh nhi¢m vy
- Pé nghi mua sim, Dy toan dugc | TBDT; - Mua sam vat tw,
duyét TCKT; hang héa, CCDC, tai
BGH. san...phdi c6 phong

- 3 bao gia
- Bién ban lya chon nha cung cap,
quyét dinh lua chon nha cung cap.

Tai chinh-Ké
nghiém thu
- Trwong hop mua

toan
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- Hop dong, TLHD, bién ban nghiém

quan 4o, thué trang

thu ban giao - Ngudi phuc biéu dién... phai
- Héa don tai chinh dé nghi ¢6 danh sach nhan.
b.Chi hé tro tp luyén va hé tro khdc | thanh - Danh sach ho tr¢
- Dy toan dugc duygt gf}l; :;lhyg?n ltlap va ho htro’
Ao s X A X ong ac phai c¢6 xac nhan
;1 Quye,t dinh thanh l4p (kém theo TCKT: ciia phu trich b
anh sach) A | .
i a oA BGH. phan va phai dwgc
- Dan.h sach nhan tién - Negubi duyét chi boi Ké toan
c. Ch'l tht{é muwon dé nghi trwong va  Hiéu
- Giay de nghi thué¢ mwén, Dy toan | thanh truéng
dugc duyét toan; - Thué phuwong tién
- 3 bao gia Phong van chuyén, trang am,
- Hop dong, Thanh Iy hop dong TCKT; dao cu, nguwoi din
- Héa don tai chinh BGH. chwong trinh... trén 2
- Gidy bién nhan (néu cé) tri¢u phdi ¢6  hop
dong, TLHD va phai
dwge nghiém thu béi
Phong Tai chinh — K¢é
toan
IIT | Nhom chi hoat dong chuyén mon.
1 | Chi mua vat tw, hang héa thuc hanh | Ca < 05 | Khi mua vat tw, stic
thurc tap. nhéan, ngay vat ciia hd ca thé:
a. Mua vit tw, gia siic, gia cam phuc | phu + Gia tri < 1 triéu
vu thue tgp. trach dong phai c6 gidy bién
Chikng tir gém: don vi nhan viét tay cé chir
- Gidy dé nghi thanh toan (Miu sb th:;mh ky xdc nhan cia chu
C40/TM-NS hodic MAu C40/CK-Ns) | foams h9, nguoi giao tién,
- Du tru dwoc phé duyét; Phong truong by phin (Mau
g ve phe cuyet; . | TCKT; 18a/TCKT)
- Giay bién nhin cia nguwoi ban (Mau | ggH

18a/TCKT hoiac 18b/TCKT) hoic
héa don (néu c6)

- Bién ban nghiém thu ban giao vat
tw, hang héa (Miu 19/TCKT)

- Bién bén xir Iy vt tw, san phim sau
thye hanh thye tap (MAu 20/TCKT)

- Ban ké ndp tién ban thanh Iy vit tu,
san phim sau thwc hanh thuc tip
(néu co);

b. Mua héa chit, nguyén ligu cdc
phong Thi nghiém.

Chitng tir gom:

- Gidy d¢ nghi thanh toan (Miu sb
C40/TM-NS  hoic  Miu  so
C40/CK-NS)

- Du tru dwoc phé duyét;

- Hop dodng, thanh Iy hop dong (02
ban) néu mua héa chét tir 03 triéu

+ Gia tri tr 1 tri¢u
dén dwéi 5 triéu dong:
phai c¢é gidy bién
nhan viét tay cé chir
ky cia chd hd, nguoi
giao tién, Ké&é toan
truéng, Hi¢u trudéng
(Mau 18b/TCKT)

+ Gia tri trén 5 triéu
dong phai lam hop
doéng, thanh 1y hop
dong c6 xac nhan cia

chinh  quyén dia
phwong (Mau
18b/TCKT)

- Bién ban ban giao vat
tu, hang hoa c6 day du
chr ky cta can bo
PTN, giang vién, sinh
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dong tré 1€én, cac loai vét tw khac tir 5
tri€u dong tré 1én;

- Hoa don hop 1¢;

- Bién bén ban giao vit tuw, hang héa
(Mau 27/TCKT)

c. Chi thué dia ban, thwc hanh thuc
tap

Chirng tir gom:

- Gidy dé nghi thanh toan (Miu sb
C40/TM-NS hoic C40/CK-NS)

- Du tru dugc phé duyét;

- Bién lai thu tién (hoiic phiéu thu)
d6i véi co s6 ¢6 twr cach phap nhan

- Gidy bién nhén ddi véi co sé khong
¢6 tuw cach phiap nhin (Miu
18a/TCKT hoic Maiu 18b/TCKT
hoiic Mau 18C/TCKT)

vién va xdac nhan cua
Phong TC-KT;

- Can bo PTN cé
trach nhiém ghi so6
theo déi chi tiét cac
loai vét tw, héa chit
tifu hao khi thuc
hanh hoc phin va cé
chir ky xdc nhin cia
giang vién hoc phan.
Két thic hoc ky két
hop cung Phong
TC-KT d6i chiéu s6
sach lam can cr lap
ké hoach dv trai cho
ky tiép theo.

- Gidy bién nhan theo
quy dinh nhuw trén

-Véi s tien >
2.000.000d phai c6

xac nhin cida chinh
quyén dia phuwong.

Thanh toan tién giang day, coi thi,
chim thi, huéng din chuyén de,...
cho cac hé.

Chirng tir gom:

- Gidy dé nghi thanh toan;

- Bang ké khoi lwong chiam thi lai.
(Miu 21/TCKT), Danh sich nhin
tién cham thi lai (MAu 22/TCKT)

- Bang ké khoi lwong day lai, day cai
thién diém (Miu 23/TCKT), Danh
sach nhan tién day lai, day cai thién
(Méu 24/TCKT)

- Bang ké khoi hrong chim chuyén dé
tot nghiép, khéa luin tét nghiép
(Mau 25/TCKT), Danh sich nhén
tién chim khéa luin, chuyén dé t6t
nghiép (Miu 26/TCKT)

-Giang
vién, bd
mon,
khoa
quan ly
+ Phong
Pao tao
+ Phong
TC-KT

;gﬁy

0s

Pinh mirc theo quy
ché chi tiéu ndi bd.
Bin ké khai khoi
lwgng c6 xac nhan cia
b0 mon, khoa; Phong
Pao tao; phong Khio
thi & BPCLGD (néu
coi thi hét hoc phén)
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3 | Thanh toan dé tai khoa hoc cip [ Chu dé|< 05
truong. tai; ngay - Hoan thién chung tir
Chirng tir g(;m: Phong thanh toan trudc 20/12
- Du to4n kinh phi da dugc ky duyét | KH hang nam;

(ban gbc); &HTQ - Cac chi nhiém dé tai
- Gidy dé nghi thanh toan tién mait T c6 trach nhiém dong
hodc chuyén khoan; TC-KT; g6p vao phan tiét kiém
- Hop déng thué khodn, TLHD, bién | U1 chi ctia Nha truong:
nhan tién; bang chim cong. Tlfn b‘j‘n san p%lamA
- Bang ké ching tir néu c6 tir 3 ching (néu co), giu gin cong
tir trér 1én (MAu 03/TCKT) cu dung cu sir dyng

. L .. duoc nhiéu lan;
- Bang ké chi tién cho ngwoi tham dw
hdi thao (Miu s6 06/TCKT)
- Chirng tir, hoa don hop 1€;
- Gidy di duwdng, bang ké thanh toan
cong tac phi, quyét dinh cir di cong
tac;
- Bién ban nghié¢m thu dé tai;
- Ban ké quyét toan kinh phi thue
hién dé tai.

4 | Chi cong tac tuyén sinh Ca < 05
Chirng tir gom: nhén; ngay
- Gidy dé nghi thanh toan (MAiu |dom Vi
C40/TM-NS) hodc Gidy dé nghj | thanh
thanh toin hoan ng. toan;

- Dy ton, ké hoach dwoc duyét; Phong
’ 1) 3 . y. b DT.
- Héa don, chimg tir hop I¢. TC’KT;
- Cac minh chirng khac (néu cd). BGH.
IV | Nhém chi mua sim, sira chira TSCP.

1 | Mua sim cong cu, dung cu, TSCP. < 05 | 03 bao gia cua 03 nha
a. Gid tri mua sim > 5 triéu va < 20 ngay cung cap phai giong
triéu dong Pon vi nhau vé ching loai,
Chirng tir gom: sit dung quy ,Cé°h~ he‘mAg héa,
- Gidy d@é nghi thanh toan (Miu | CC,DC, dat tinh ky thuat.
C40/CK-NS) TS;

- D& nghi mua sim ciia don vi sir | Phong
dung TC‘KT;
- Ké hoach mua sim, du toan dwoc E,l]l;z;)gr
duyét; ’
BGH.

- 03 bo gia ciia 03 nha cung cép;

- Bién ban lwa chon nha cung cép;

- Hgp dong, LTHD, héa don tai
chinh; Bién bian ban giao (Mau so
27/TCKT).

b. Gid goi thau tir 20 triéu dén duwéi
100 triéu dong.
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Ching tir gom:

- Gidy dé nghi thanh toan (Miu
C40/CK-NS)

- P¢ nghi mua sim ciia don vi sir
dung

- Ké hoach mua sim, du toan dwoc
duyét;

- 03 bio gia ciia 03 nha cung cép;

- Quyét dinh lra chon nha cung cip;

- Hop dong, LTHD, héa don tai
Chil}h; B’ién ban ban giao CC,DC,TS
(Mau so 27/TCKT). Bién ban ban
giao dua vao sir dung.

c. Gid goi thau > 100 trigu dong.

Thyce hién diu thiu theo quy dinh
hién hanh.

Sira chira tai san (thiét bi, nha cira).

a. Poi véi sira chita nho (don vi tw
lam) (dwoi 5 triéu/l lan svra chita)
Chirng tir gom:

- Gidy dé nghi thanh toan;

- D¢ nghi sira chira dwoc duyét;

- GiAy bao gia (03 ban)

- Héa don mua vit tw, thiét bi;

- Hop dong, TLHD thué khoan nhén
cong; giay bién nhan tién (Mau
18a/TCKT hoac 18b/TCKT)

- Bién ban nghiém thu ban giao dwa
vao st dung

- Hoa don tai chinh

b. Déi véi sira chira phdi thué cdc don
vi bén ngoai.

b.1. Gid géi thau < 20 tri¢u dong.
Chikng tir gom:

- Gidy dé nghi thanh toan (MAiu
C40/CK-NS)

- D& nghi sira chita ciia don vi sir
dung + Bién ban kiém tra ciia phong
chirc nang.

- Gidy b4o gia (3 ban ciia 3 nha cung
cap); ‘

- Bién ban lua chon nha thau;

- Du toan, hgp ddng, Bién ban
nghiém thu ban giao dwa vao sw
dung, TLHD;

- Hoa don tai chinh;

b.2. Gid goi thu tir 20 tri¢u dong dén

- Don vi
st
dung;
Phong
TCKT;
BGH

- Nha
thz‘iu;
don vi
sur
dung;
Héi
dﬁng
nghiém
thu;
Phong
TB-DT;
Phong
TC-KT;
BGH

;gﬁy

0s

- Stra chira dién, nuwéc
phai qua Phong Hanh
chinh — Toéng hop
duyét

- Mirc gia tuan thua
theo quy dinh chung
vé thii tuc thanh toan
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dwéi 100 triéu dong.

Chirng tir gom:

- Gidy d& nghi thanh toan (Miu
C40/CK-NS)

- D& nghi sira chita ciia don vi sir
dung + Bién ban kiém tra cia phong
chirc nang.

- Quyét dinh lya chgn nha cung cz‘ip;
- Dy toian, hop dong, Bién bin
nghiém thu ban giao dwa vao sir
dung, TLHD;

- Hoa don tai chinh;

b.3. Gid gdi thau tir 100 trigu tré Ién.
Thue hién diu thiu theo quy dinh
hién hanh.

Thanh toan dé tai khoa hoc cip co
s&, cac chwong trinh, dw 4n (ngudn
kinh phi ciia B§)

Chirng tir gom:

- Du toan Kkinh phi da dwgc ky duyét
(ban géc);

- Gidy d¢ nghi thanh toan tién mit,
chuyén khoin (Miu C40/TM-NS
hoiic Mau C40/CK-NS)

- Néu thud cong lao dong phai ¢6 hop
dong, thanh 1y hop dong, glay blen
nhan viét tay (néu nhan bang tién
mit) (Miu  18a/TCKT  heic
18b/TCKT), bing chim cong (Mau
08b/TCKT)

- Bang ké ching tir néu c6 tir 03
chirng tir tré 1én (Mau 03/TCKT)

- Bang ké chi tién cho ngudi tham dw
héi thao (Mau s6: 06/TCKT);

- Gidy di dwong, bang ké thanh toan
cong tac phi, quyét dinh cir di cong
tac.

- Ban ké quyét toan kinh phi thue
hi¢n d@ tai; chwong trinh; du an.
-Bién bin nghi¢m thu san phim ciia
dé tai, bién ban xac nhan tién do cia
Hdi dong khoa hoc.

Chu
nhiém
dé tai,
chuwong
trinh,
dw an +
Phong
KH &
HTQT
+ Phong
TC-KT
+ BGH

Ciac khodn mua vét
tw, sit dung dich vu
néu c6 gia tri nhw
sau:

+ Tir 3 triéu dong tro
Ién hodc gia tri cua 1
sdan pham > 500.000d
va s0 lwong > 4 sin
pham phai ¢6 3 bao
gia (thué xe phai co
hop dﬁng, thanh ly
hop df“)ng)

+ Tir 5 triéu dong dén
duwéi 20 triéu dong
(Tru’o’ng hop mua hoa
chit, thudc thd \A
thuéc BVTV thi tir 3
triéu dong tré 1én)
phai ¢é6 03 gidy bao
gia cua cac nha cung
cAp dé lwa chon, ky
bién ban lwa chon, ky
hop dong.

+ Tir 20 triéu dong
dén duwéi 100 triéu
dong phai cé 03 giay
bao gia cua cac nha
cung cip dé trinh hoi
d(“)ng mua sim ra
quyét dinh lwa chon,
ky hop ddng cung
cap.

Mua vdt tw, nguyén vt
liéu, cong cu, dung cu
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ngodi cdc ni dung trén
Pphdi co thi tuc ban giao,
nhdp kho, xudt kho.

CAC MAU BIEU PHONG TAI CHINH KE TOAN

(Pdng tii trén Website, muc Phong Tai chinh - Ké todn/Vin bdn - Biéu méu)

TT MaAu so Noi dung
1 C23-H Giay dé nghi tam wng
2 C40/TM-NS | Giay dé nghi thanh toan (Tién mat)
3 C40/CK-NS | Giay dé nghi thanh toan (Chuyén khoan)
3 03/TCKT Bang ké chirng tir thanh toan
4 04/TCKT Béng ké thanh toan tién dat com tiép khach tai nha an co quan
5 05/TCKT Bing ké thanh toan tién cong tac phi
6 06/TCKT Béang ké dé nghi thanh toan (hdi nghi, hoi thio)
7 07/TCKT Bang thanh toan tién thué ngoai
8 08a/TCKT Béang chim cong
9 08b/TCKT Bang cham cong thué ngoai
10 09/TCKT Giay bao 1am thém gio
11 10/TCKT Bang ké thanh toan lam thém gio
12 11/TCKT Béang ké dé nghi thanh to4n tién vin phong pham
13 12/TCKT Phiéu giao nhan nguyén liéu, vat liéu, cong cu, dung cu.
14 13/TCKT Giay dé nghi cir di cong tac
15 14.TCKT Hop dong thué xe 0 to
16 15/TCKT Hop dong kinh té (cung cap hang héoa, dich vu)
17 16/TCKT Hop dong nghién ciru khoa hoc
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18 17/TCKT Hop dong, TLHD giao khoan cong viéc san pham (C08-HD)
19 18a/TCKT Gidy bién nhin tién (gia tri <1 triéu dong)

20 18b/TCKT Giay bién nhan tién (gia tri>1 triéu dong)

21 18¢/TCKT Giiy bién nhan tién thué dia ban tai cac ho ca thé

22 19/TCKT Bién ban nghiém thu ban giao hang héa (thwe hanh thwe tap)
23 20/TCKT Bién ban xir ly, vat tw san pham sau thuc hanh thuc tap

24 | 21/TCKT Béang ké khoi Iwgng cham thi lai

25 22/TCKT Danh sach nhén tién cham thi lai

26 | 23/TCKT Bang ké khoi lwong day lai, day cai thién

27 24/TCKT Danh sach nhan tién day lai, day cai thi€én

28 25/TCKT Bang ké khoi lwong chAm khéa luan, chuyén dé tot nghiép
29 [ 26/TCKT Danh sach nhan tién cham khoéa luin, chuyén dé tot nghiép
30 27/TCKT MaAu bién ban ban giao TS, DCDC, vit tu, hang héa...
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