PAI HOC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG DAI HQC CONG NGHE Doc 1ap - Tw do - Hanh phic
THONG TIN VA TRUYEN THONG
S6: 960/QD-DHCNTT&TT Thai Nguyén, ngay 01 thang 11 nam 2018
QUYET PINH

Vé viéc ban hanh cac Quy trinh tic nghiép thudc linh vue k‘é' hoach tai chinh
cia Truwong Pai hgc Cong nghé Thong tin va Truyén thong

HIEU TRUONG
TRUONG PAI HOC CONG NGHE THONG TIN VA TRUYEN THONG

Can ctr Quyét dinh sb 468/QD-TTg ngay 30 thang 3 nim 2011 cua Thu tuéng
Chinh pht vé viéc thanh 14p Truong Pai hoc Cong nghé Thong tin va Truyén thong
thudc DPai hoc
Thai Nguyén;

Can ctr Quyét dinh 2424/QD-DHTN ngay 22 thang 10 nim 2015 ctua Giam dbc
bai hoc Thai Nguyén vé viéc ban han Quy dinh nhiém vy, quyén han cua DPai hoc Thai
Nguyén, cac co s& gido duc dai hoc thanh vién va cac don vi truc thudc;

Can ctr Quyét dinh s6 799/QD-DHCNTT&TT ngay 12 thang 10 nam 2016 cia
Hiéu truong Truong Pai hoc Cong nghé Théng tin va Truyén thong vé viéc ban hanh
Quy ché t6 chic va hoat dong cua Truong Pai hoc Cong nghé Thong tin va Truyén
thong thudc Dai hoc Thai Nguyén;

Xét dé nghi cua Truong phong Phong Hanh chinh - T6 chirc; Truong phong
Phong K¢ hoach - Tai chinh va Ké toan truong,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay "Quy trinh tac nghiép thudc linh vuc
ké hoach tai chinh ctia Truong Pai hoc Cong nghé Thong tin va Truyén thong" (Quy
trinh chi tiét kém theo).

Piéu 2. Trong qua trinh thyc hién Quy trinh nhiing ndi dung chua hop 1y hoic
can cap nhat Nha trudng s& xem xét, bo sung va sira d6i cho phu hop.

Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky. Tha truong cac don vi va ca

nhan c6 lién quan trong truong chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: HIEU TRUONG
- Nhu Diéu 3; ~ qr
- Luu: VT, KHTC. (Da ky)



TS. Nguyén Vin Tao



CAC QUY TRINH TAC NGHIEP

THUQC LINH VUC KE HOACH TAI CHINH

CUA TRUONG PAI HOC CONG NGHE THONG TIN VA TRUYEN THONG

(Kém theo Quyét dinh s6: 960 /OP-PHCNTT&TT ngay 01 thang 11 nam 2018
ciia Hiéu truong Truong Pai hoc Cong nghé Théng tin va Truyén théng)



DANH MUC CAC QUY TRINH TAC NGHIEP

TT TEN QUY TRINH TRANG SO
Quy trinh xay dung du toan 2
Quy trinh thuc hién du toan cac don vi 3
Quy trinh tong hop quyét toan cac don vi 4
4 Quy trinh vé& viéc tiép nhén, xir Iy hd so thanh toan hoat dong thudng xuyén tai Phong Ké hoach - 5
Tai chinh
Quy trinh thuc hién thanh toan cong tac phi
Quy trinh thanh to4n tién gidng day
7 Quy trinh thaqh toan mua sdm tai san, vat tu, thiét bi, cong cy, dung cu co gia tri goi thau dudi 10
100.000.000 dong
2 Thanh toan chi phi bao dudng, stra chira thiét bj may tinh vin phong c6 gia tri goi thau dudi 1
100.000.000 dong
9 Quy trinh thanh quyét toan kinh phi nghién ctru khoa hoc 13
10 Quy trinh thanh to4n xay dung ngan hang dé thi 15
11 Quy trinh quan ly tai chinh cac Trung tdm doc 1ap 17
12 | Quy trinh ké toan thué thu nhap c4 nhan 18
13 Quy trinh thanh toan hoc bong cho sinh vién 21
14 Quy trinh thu hoc phi va cac khoan cta sinh vién thudc d6i tuong lién két 22
15 Quy trinh thu cong doan phi 24
16 Quy trinh thu dang phi 25




QUY TRINH XAY DUNG DU TOAN

TT | Don vithuc hién Noi dung thuc hién Thoi gian Biéu miu
. i Thong bao lap du todn NS: , . < I‘j
I | Phong KH-TC Phong KH-TC giri thong bao tdi cac don vi. Thing 10 hang nam PR e T
Lap du toan NS: Chuyén du toan veé
Céc don vi 1ap du - LAap c}u’ todn kinh phi hoat dong theo ndi dung dugc Phc’)ng KH‘-TC‘ khO.I}g Rj
2 phan cong. quéa 30 ngay lam vi¢c il

toan

- Sap xép theo thoi gian va thir ty uu tién ndi dung can
thuc hién.

tinh tir khi nhan thong
bao

Phu luc Du toan.xlsx

Tiep nhan va xir ly dir li€u:
- Tiép nhan va kiém tra sy chinh xac, hop 1y cua so

20 ngay sau khi tiép

¥

3 | Phong KH-TC liéuq. 7 o nhan dir liéu cua cac BIEU MAU DU TOAN
- Tong hop bang biéu va co y kién dé xuat theo dinh | don vi s
hudng chuyén mon.
‘ - Xéc dinh cac nhiém vy trong tdm trong nam cua nha
Ho1 dong xay dung truong X
4 du toan - Phan tjch, tong hop, can doi xac dinh thuc hién. Theo ke hoach
- Yé&u cau chinh stra ndi dung du toan (n€u co)
_ Céc don vi: Diéu chinh du toin: ‘
51 Phong KILTC. C’ap n}}gt, ;bo sung, diéu chinh du toan theo yéu cau
cua Hoi dong
6 | Hiéu truong Phé duyét Dw toan ngian sach Théng 1 nam thuc hién | Theo quy dinh
A , - Phong KH-TC bao cao Hoi dong xét duyét DTNS - Thuyét minh du
- Hi¢u truong; , ,
7 | - Phong KH-TC; cua DHTN. Thang 2 nim thuc hién | 0o
-~ Céc dgorn vi liér; van. |~ Nhéan dugc ngan sach cap, phé duyét DT gui cac don & : i - Phl;l luc DT.
i quan. vi lam can cir thuc hién. - Biéu 1— THO04.
—
8 | Cac don vi lién quan | Thuc hi¢n ra soat du toan da dugc Nha trudong giao Thang 7 nam thyuc hién j

Mau_Ra soat du
toan.xlsx







QUY TRINH THUC HIEN DU TOAN CAC PON VI

TT Trach nhiém N¢i dung thuc hién Thoi gian Biéu miu

Sau khi dugc nha truong phan bd kinh phi va giao du
toan thu chi dau nam, cac don vi phai chu dong trong
viéc theo ddi va trién khai cac hoat dong trén co s¢ du

N P to.a:n d}l’(_)’(:‘{ phé duyét Va. CO, Bao c?o két qua thue Trong khoing 2 ngay hj

! hién va ké hoach thu chi thang/quy. cubi cua thang/quy trudce Ke hoach.xIsx

Trudng cac don vi g1 Phong KH-TC qua Email:
- Két qua thyc hién thu chi thang/quy trudce
- Ké hoach dy toan kinh phi thu chi thang/quy
Ra so4t, tong hop cac khoan no chwa thanh toan
Xac dinh sd du tai khoan cudi thang truée; dy kién Ngay 1-3 hang thang

2 | Phong KH-TC thu trong thang
Du toan kinh phi chi trong thang cia nha truong

- - Ngay 4 hang thang

Tong hop céc hod so, Du toan chi trinh Hi¢u trudng

3 | Hi€u truong Phé duyét ké hoach tai chinh trong thang Ngay 5 hang thang

\ Phan hoi véi Thi truong cac don vi nhirng ndi dung, . \ .
4 | Phong KH-TC hang muc chua dugc phé duyét (qua Email) Ngdy 5 hang thang
5 | Céc don vi Thuc hién thu tuc phé duyét, thanh toan cac ndi dung | Thir 3,5 hang tuan (tru

cong viéc.

cac truong hop dot xuét)




QUY TRINH TONG HQP QUYET TOAN CAC PON VI

TT Trach nhiém Noi dung thuc hién Thoi gian Biéu miu
1 | Ké toan tong hop Nhén, kiém tra ching tir gbc tir cac ké toan vién Egiolféngay 10 cta thang
£)01 chiéu sb liéu trén chung tur ké toan(neu can) Vol
s6 liéu da ghi so, gitia sO liu cua cac s6 ké toan co
lién quan v&i nhau dé dam bao khop dung gitra )
liéu trén ching tir ké toan v&i s lidu da ghi so va
- K& toan vién; glu’aA’ c ac > ? keﬂto'aAn Vo’i nhe;u o A ian a0 4 | TTudc ngay 15 thang sau
2 _Ké todn tdne h - boi chleg sO liéu trén s6 cai Vo1 s6 liéu trén so ke ciia quy Tidn K
& hop- todn chi ti€t, gitra sO li¢u cua ké toan véi so !iéu cua
thu quy. Sau khi dam bao khop dung s€ tién hanh
khoa s6 ké toan. Truong hop c¢d chénh 1éch phai xac
dinh nguyén nhan va xt Iy s6 chénh I¢ch cho dén khi
khép dung.
Mau theo Thong
L. . LR Céap nhat, hach toan, trich 1ap theo quy dinh; Phan | Trudc ngay 20 thang sau tu
3 | Ketodn tong hop tich hach toan 1én chirng tir ghi s6 ctia quy lién ké 107/2017/TT-B
TC
I \ Kiém tra hach toan, Phan tich s6 liéu phuc vu cong | Sau 30 ngdy cip nhat | Miu theo yéu
4 | Ketodn truong tac chuyén mén; Duyét ching tir CTGS cAu nhiém vu
(Mau BCTC, S6
(o Khoa sb, két chuyén cudi ky; Lap BCTC, in, dong hd | Trude ngdy 10 thang 2 | S et TK, SO
5 | K& toan tong hop 2, . DI IO cai thuc hién
so s0 sach theo quy dinh nam tai chinh ké tiép
theo TT
107/TT-BTC)
- K& to4 i L ‘ ‘ . = ) ;
6 ° toan truong; Ky duyét bao cédo tai chinh nam theo quy dinh Thing 3 nam i chinh

- Chu tai khoan.

ké tiep







QUY TRINH VE VIEC TIEP NHAN, XU LY HO SO THANH TOAN
HOAT PONG THUONG XUYEN TAI PHONG KE HOACH - TAI CHINH

TT

Can b§ thue hién

Noi dung thuc hién

Thoi gian

- K& toan thanh toan;
- K& toan truong;

- Ca nhan/don vi thanh toan.

1. Tiép nhan hd so

Ké toan thanh toan tiép nhan ho so kiém tra tinh hop 18,
day du cua ho so:

a) Trudong hop ho so hop 1¢, Ca nhan (dai dién don vi)
lap gidy giao nhan hd so xdc nhan voi Ké toan thanh
toan theo mau 01, ky nhan trén s6 theo doi giao nhan
ching tir cia Phong KH-TC;

b) Truong hop hd so chua hop 18 thi huéng dan ca nhan,
don vi theo Mau s6 02 ban hanh kém theo quy dinh nay.
¢) Truong hop hd so khong thudc pham vi giai quyét
thi huéng dan ca nhan, don vi dén ca nhan, don vi ¢
tham quyeén.

Céc budi sang
trong tuan

Mau 01 Giao nhan
chung tu TT.doc

Mau 02. HD
hoanthienhso.doc

- K& toan thanh toéan;

- Ca nhan/don vi thanh toan;
- Ké toan truong;

- Truéng phong KH-TC;

- Hi€u trudng.

2. Trinh hd so, phé duyét chirng tir thanh toan

K& toan thanh toan chju trach nhiém bdo quan, theo doi
qua trinh chuyén ho so, trinh ky Ké toan truéng va Thi
truong don vi, giri Kho bac thanh toan hodc chuyén thu
quy chi tién va thuc hién theo trinh tu nhu sau:

a) Ké toan thanh toan tiép nhan chuyén ho so hop 1& dé
nghi thanh toan (tam tng) trinh K¢é toan trudng duyét
chung tur.

Céc ngay lam
viéc trong
tuan




TT

Can b¢ thue hién

Noi dung thuc hién

Thoi gian

Biéu mau

b) Ké toan truong can cir ké hoach tai chinh cua nha
truong, duyét thyc hién thanh toan (tam rng) hodc xac
dinh chua c6 ngudn thanh toan.

c) Ké toan thanh toan cin ctr két qua phé duyét thuc hién
thanh toan cta Ké& toan truéng cip nhat phan mém ké
toan, 1ap chimg tir chi tién d6i véi cac ndi dung thuc
hién thanh toan ngay hoac 1ap Bién ban xac dinh cong
ng d6i v6i cac ndi dung chua co ngudn thanh toan (Mau
03 kém theo) trinh K& toan truong, Hiéu truong phé
duyét.

d) Ké toan thanh toan ban giao ching tir dwoc duyét chi
cho thu quy (ddi véi ndi dung thanh toan tién mat); Giri
chtng tir chuyén khoan ra Kho bac (d6i voi ho so thanh
toan theo hinh thirc chuyén khoan).

e) K& toan thanh toan tip hop hd so di thanh toan,
ching tir d3 xac nhan coéng no thuc hién luan chuyén
ching tur theo quy dinh.

Mau
03.Xacnhancongno.

- Thu quy;
- K& toan thanh toan;

- Ca nhan/don vi thanh toan.

3. Kiém tra thong tin vé Ho so thanh toan, chi thanh
toan

- Thu quy c6 trach nhiém thong bao cho ca nhan, don vi
dén nhan tién d6i voi ching tir thanh toan tién mat.

- C4 nhan, don vi can ct lich hen thanh toan, kiém tra
thong tin nhan tién chuyén khoan tir don vi cung cép.
Truong hop qua thoi gian theo lich hen, phia don vi
cung cap chwa nhin dugc tién thanh toan chuyén khoan
thi cd nhan, don vi chiu trdch nhi€ém thanh todn mang

Céc ngay lam
viéc trong
tuan




TT

Can b¢ thue hién

Noi dung thuc hién

Thoi gian

Biéu mau

gidy giao nhan ho so thanh toan dén phong KH - TC gip
Ké toan thanh toan dé dugc tra ctru thong tin.




QUY TRINH THU'C HIEN THANH TOAN CONG TAC PHi

TT Trach nhiém N¢i dung thuc hién Thoi gian Biéu miu
- Can ctr giéy moi tham du hoi thdo, hoi nghi; ké hoach
cac 16p hoc tap, tdp huan; cac ca nhan (hoac dai di¢n
doan cong tac) lam To¢ trinh ¢6 xac nhan cua truéng don I
vi vé viéc cur can by di cong tac trinh Hi€u trudng quyét
C4 nhan d v di oo dinh. Mau to trinh phe
- Ca nhan dugc cu di cong _' \ \ , 2 T A, a: . A e duyet KP.doc
tac (hodc dai dién doan di Phong Hanh chinh t6 chtrc 1am quyét dinh cur can b di Khi phat sinh
1 | cong tac); cong tac. . hoat dong di
L., - Truong hop di cong tac bang mdy bay phai ddm bdo | = -
- Ké toan truong; , Iy . 5 A X cong tac :
- Hiéu truong ding d6i tugng dugc quy dinh hodc duogc H}@u truong -
' ’ phé duyét. Thuc hién theo ding quy trinh ho so thanh Lid
todn mua vé may bay. Ho so gtri phong KH-TC t61 thi€u Mau
, N ST : 2 , HD_BBNT TLHD.doc
trude 10 ngay dé dat vé va lam tha tuc chuyén tam ng.
- Phong KH-TC hudng dan can b di cong tac lam dy tru
kinh phi, trinh Hiéu trudong phé duyét.
;éga nhan dugc cwr di cong Can ctr To trinh dugc phé duyét, cac don vi, ca nhan xin T6i thiéu 1-2 -
2 Phong HC-TC: ﬁﬁly(g% ud(l:récl)’r?)g tai phong HC-TC, lap gidy dé nghi tam gigzg ntni(;z khi TC3 -Giay de nghi
- Phong KH-TC. & ' g tamung.doc
Tap hop ching tir thanh toan g@)m: =
* Poi voi di cong tac trong nudc Lul
- Thu mo1, cong van tri¢u tap. Toi da 3 ngay | TC4-Giayde nghi
- &t di 1a Hié ; 7 di co ] i 5 thanh toan 1.doc
3 | Cé nhan duoc cir di cong tic Quye¢t dinh ctia Hiu trudng cir di cong tac. sau khi hoan

- Gidy di duong c6 ky xac nhan dong ddu cta nha trudng
va noi dén cong tac (miu C16HD).

- Bang ké thanh toan cong tac phi (Mau C17-HD) kém
theo héa don nua vé may bay, tau xe va thé, vé tau xe,

thanh
cong tac.

dot

10




TT

Trach nhiém

N¢i dung thuc hién

Thoi gian

hoa don tién thué phong ngu, vé taxi, tai liéu hoi nghi,
cac khoan phat sinh khac (néu c6).

Dbi voi truong hop nguoi dugce cir di cong tac khong
thudc dbi tuong dugc di cong tac bang may bay yéu cau
kém theo quyét dinh cho phép di cong tac bang may bay
cua Hiéu truéng.

- Gidy dé nghi thanh toan (mau C37HD)

* Poi v6i di cong tac nudc ngoai

- Thu moi (ban sao tiéng nudce ngoai).

- Ban dich ra tiéng Viét (ban chinh).

- Quyét dinh clia co quan c6 tham quyén ctr di cong tac
nudce ngoai (ban chinh).

- Du toan, du tru kinh phi.

- Lich trinh 1am viéc (ban chinh).

- Hop ddng kinh té, nghiém thu va thanh 1y hgp dong véi
Cong ty lit hanh (néu co) (ban chinh).

- Hop d6ng, nghiém thu va thanh Iy HD va hoa don mua
vé may bay.

- Tién an theo quy dinh cua Bo Tai chinh (bang ké cho
ting ngudi néu di theo doan).

- Tién & theo quy dinh ctia Bo Tai chinh (bang ké cho
tirng nguoi néu di theo doan).

- Tién tiéu vit theo quy dinh cia Bo Tai chinh (bang ké
cho tirng ngudi néu di theo doan).

- Phi va 1¢ phi c6 lién quan: Lé phi cép visa, phi, 1& phi
san bay, phi bao hiém.....

- Bang ké thanh toan cong tac phi (mau C40b-HD)

- Bao céo két qua 1am viéc.

- Gidy dé nghi thanh toén (mau C37-HD).

Mau
HD_BBNT TLHD.doc

TC5 -Giay de nghi
thanh toan 2.doc

C40b_HD_Bang ke
chi.xsx
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TT Trach nhiém N¢i dung thuc hién Thoi gian Biéu miu
1 ngay sau khi
- Phong KH-TC; Lap chung tor tam Ung/thanh todn/thanh toan tam Ung | nhan du ho so
4 o ) A . e oA ; \
- Hiéu trudng. cho cé& nhan, don vi dugc ctr di cong tac. ching tr hop
1€
QUY TRINH THANH TOAN TIEN GIANG DAY
TT Trach nhiém Noi dung thuc hién Thoi gian Biéu miu
- qCan’cu ke han:h gAlang day ,nam' hoc, n,hu ??lu thuc t? Piu hoc ky. hodic
cua cac khoa, bd mon, Du todn kinh phi mo1 giang tu X Co1 2. sk
Ao \ \ AR S z o trudc khi bat dau
- C4c khoa, bd mén; dau nam, Phong Pao tao gui gidy bdo giang dén giang lich hoe it nhat 3
. o vién moi giang, 1ap du toan kinh phi moi giang trinh nodyv
e Phong Dao tao; Ban Giam hiéu ky duyét. 2y
- Gidng vién moi giang; _ _ . L
» . - Phong Pao tao 1a don vi thuc hién quéﬂn 1y theo doi | Sau khi két thuc D
- Hicu truong. thuc hién qua trinh gidng day va tra diém cta giang | hoc ky hodc keét W]
vién dugc moi gidng; trinh ky Gidy dé nghi thanh toén | thic moén hoc it ttggh?;aayndt?e%ggi;
(theo mau) nhat 5 ngay
Lap chung tir thanh toan chuyén vao tal khoan cua
‘ giang vién duoc moi giang. Néu sb tién trén Cham nhét 10 nea
- Phong KH-TC; 2.000.000d (Hai triéu dong) thi Phong KH-TC s& thuc | z . . ey Thyce hién theo
2 i6u truc hién khdu trir thué TNCN va trd lai chimg tir khdu trir | K& t ngay nhan du uy dinh
- Hi¢u truong. : : g Chﬁ’ﬂg tr hO’p lé quy di

thué cho Phong Pio tao ¢ trach nhiém chuyén tra cho
giang vién.

12




QUY TRINH THANH TOAN MUA SAM TAI SAN, VAT TU, THIET BI, CONG CU, DUNG CU

CO GIA TRI GOI THAU DUOI 100.000.000 PONG

TT Trach nhiém No6i dung thuc hién Thoi gian Biéu miu
- Cac don vi ¢6 nhu cau: | €an ctir vao ké hoach - dy toan nam, ké hoach cong tac cua
- Phong QT-PV: cac don vi, kAhl cd nhu cau mua tai san trang thleAt b13 cong | 6 nhu chu
1 Phone KHTC: cu dung cu vat tu, nguyén vat li€u... Cac don vi lap to trinh hét sinh
- rhong BH-LLS dé xudt gi Phong QT-PV kiém tra, ra sot trinh Hiéu [P
- Hicu truong. truéng phé duyét phuong 4n diéu chuyén hoic mua sam.
, C , _ =
Phong QT-PV tong hop dé xuat, lap du toan kinh phi gui Mau BBKS +Qb.doc
Phong KH-TC kiém tra, ra soat va trinh Hi¢u truéng phé
duyét Du toan kinh phi mua sam. Sau khi dugc duyét, .
Phong QT-PV thuc hién quy trinh mua sam va lap ho so
thanh toan. Mau
A , A d
Ho so thanh toan gom: HD_BENT.BBTLdoc
- T trinh cung cép tai san trang thiét bi, cong cu, dung cu,
- Phong QT-PV; vat tu. . xE
2 - Phong KH-TC; - Téng hop nhu cu dé xuit va Du toén kinh phi. Khi c6 phat sinh Phieu giao nhan

- Hiéu trudng.

- Ba bao gia cta 3 nha cung cap.

- Phiéu giao nhan trang thiét b, cong cy, dung cu, Yét tu,
nguyén vat liéu. ..(Hodc bién bé}n giao nhan tai san c6 dinh
néu tai san mua sam la tai san co6 dinh).

Ho4 don thanh toéan, hop d(fing mua ban, bién ban nghiém
thu, bién ban thanh ly hop dong.

Gidy dé nghi thanh toan (theo mau).

VT.XIs

Bien ban ban giao
TSCD.doc

TC4 -Giay de nghi
thanh toan 1 (2018).
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- Phong KH-TC;
- Hi¢u truong.

Ho so thanh toan gui vé Phong KH-TC kiém tra ra soat.
Can cu tinh hinh tai chinh cua don vi, Phong KH-TC trinh
Hiéu truéng thu tyc chuyén tién thanh toan cho nha cung
cép hodc xac nhan cong ng véi don vi mua sam.

Cham nhdt 5
ngay ké tir ngay
nhan di hd so
chung tir hop 1€

THANH TOAN CHI PHI BAO DUONG, SUA CHUA THIET BI MAY TINH VAN PHONG

CO GIA TRI GOI THAU DUOI 100.000.000 PONG

Trach nhiém Noi dung thuc hién Thoi gian Biéu miu

Phong QT-PV 1ap Ké hoach, du toan bao dudng, sira
chita thiét bi may tinh vin phong c6 xac nhan cia

- Phong QT-PV; phong KH-TC trinh Hiéu trudng phé duyét. Pau nam hoic khi

- Phong KH-TC; Can ctr ké hoach, du toan dugc phé duyét, Phong co nhu’céu b6 sung

- Hiéu trudng. QT-PV trinh Hiéu truéng ky Hop dong nguyén tic v6i | vao cudi nam.
Nha cung cép vé viéc thuc hién bao dudng, stra chira
thiét bi may tinh vin phong theo ky (thang, quy, nim).

- Céc don vi co nhu cdu; | Cac don vi lap gidy bao hong tai san, thiét bi giri Phong | Khi ¢ nhu clu

- Phong QT-PV. QT-PV xur ly phat sinh Phleut bb;?) :ong
Phong QT-PV 1ap bién ban kiém tra tinh trang, hoat B
dong cua tai san, thiét bi, thuc hién sira chita thay thé BB kiem tra tb.doc

- Phong QT-PV; hodc moi nha thau cung c?ip dich vu thuc hién stra chira

- Cac don vi ¢6 nhu cau.

thay thé.
Phong QT-PV lap bién ban nghiém thu khdi luong
cong viéc hoan thanh.

Khi c6 phat sinh

BB nghiemthu
tb.doc
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Trach nhiém

N6i dung thuc hién

Thoi gian

Biéu mau

- Bon vi cung cap dich vy;

Lap bang xac dinh gia tri khéi lugng bao dudng sta
chita, thay thé thiét bi may tinh vin phong hoan thanh

- Ph¢ T-PV; y 4
Phong EH T\(/:, theo dot. Thc?o ] ky, thang,
- Pho -TC: i \ \ uy, nam.
.f)ng q ’ Tap hop ho so thanh toan ting lan gui vé phong aw
- Hicu truong. KH- TC lam thii tyc thanh toan cho nha thau cung cap.
Kiém tra ra soat hd so thanh toan. Cin ct tinh hinh tai | Chdm nhét 5 ngay
- Phong KH-TC; chinh ctia don vi, Phong KH-TC trinh Hiéu truong thu | ké tir ngay nhan du

- Hiéu trudng.

tuc chuyén tién thanh todn cho nha cung cap hoac xac
nhén céng ng voi don vi mua sam.

hé so chimg tir hop
1e

- Pon vi cung cip;
- Phong QT-PV;
- Phong KH-TC;

- Hi€u trudng.

Lap bang quyét toan gid tri hoan thanh theo hop dong.
Ky bién ban thanh 1y hop dong.

Khi két thic thoi
gian thyc hién hop
dong

15




QUY TRINH THANH QUYET TOAN KINH PHi NGHIEN CUU KHOA HQC

TT Trach nhiém NOi dung thuc hién Thoi gian Biéu miu
L 1A . Cian ¢t ké hoach NCKH nam hoc, thuc té dang ky
- Ca nhan, don vi tham N . ) ] . p s :
1 | gia NCKH dé tai, nhiém vu NCKH cua cic khoa, Phong | Theo ké hoach nim | Theo quy dinh
Ph KI:I CN&HTOT KH-CN&HTQT 18p du toan kinh phi NCKH tir dau | hoc
- rhong BH- QT.| 4m trinh Ban Gi4m hiéu phé duyét.
Phong KH-CN&HTQT 1a don vi thyc hién quan ly
theo doi qua trinh thuc hién dé tai, nhiém vu NCKH; =
2 | Phong KH-CN&HTQT | ky két hop dong giao nhiém vu thuc hién nghién ciru M&u 12 HB TKIH
dé tai khoa hoc véi cac chi dé tai va lam dau mdi thuc De tai.doc
hién cac thi tuc thanh quyét toan.
Tap hop ching tir tam Gng gom:
- Du toan kinh phi thuc hién hoat dong NCKH
hang nam.
‘ - Thong bao cap kinh phi hoat dong NCKH cuia _ ,
- Phong KH-CN&HTQT;| 4. A Sau khi dugc giao =
3 ) ST Y| cap trén. o
- Cac chu nhiém dé tai. N 2 _ T . | ngan sach NCKH . hi
- Hop dong trién khai thuc hién dé tai khoa hoc va tTC3 -Giay de nghi
amung(2018).doc
cong nghé.
- Thuyét minh dé tai.
- Gidy dé nghij tam tng cta chi nhiém dé tai,
Tap hop chimng tir thanh toan gém: Véi nhilng dé tai D
\ . . , ]
4 | Phong KH-CN&HTQT;| _ pyy toan kinh phi thyc hién hoat dong NCKH kinh  phi NCKH

- Céc cht nhiém dé tai.

hang nam;

duoc giao theo nam
tai chinh thi yéu cau

Mé&u s6 C11- HD
giao khoan.doc
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TT

Trach nhiém

Noi dung thuc hién

Thoi gian

~

Biéu mau

- Quyét todn kinh phi thyc hién hoat dong NCKH;

- Hop dong thué khoan chuyén mén;

- Thanh Iy hop dong thué khoan chuyén mén;

- Gidy bién nhan thu lao cha nhiém dé tai;

- Quyét dinh thanh 1ap hoi déng nghi¢m thu;

- Bang ké chi tién Hoi dng nghiém thu;

- Bién ban nghiém thu d¢ tai, nhiém vu NCKH;

- Cac chung tir mua vat tu, hang hoa, tra tién cung cap
dich vu c6 gié tri trén 200.000d phai c6 héa don theo
quy dinh;

- Gidy dé nghi thanh toan cta chi nhiém dé tai.

hoan thanh hd so
quyét toan kinh phi
trudc 25/12 hang
nam hodc sau khi
hoan thanh nghiém
thu dé tai, nhiém vu
NCKH.

Mau s6 C12- BB
Thanh ly HD giao kr

Mé&u s6 C13- BB
nghiemthu HD giac

Mé&u s6 Cl14 - Bang
thanh toan tien thu

TC4 -Giay de nghi
thanh toan 1 (2018).

- Phong KH-TC;

- Hiéu trudng.

Lap ching tir tam rng/thanh toan/thanh todn tam ing
cho ca nhan, don vi tham gia nghién ctru khoa hoc.
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QUY TRINH THANH TOAN XAY DUNG NGAN HANG PE THI

Trach nhiém Noi dung thuc hién Thoi gian Biéu miu

Ke hoach XD NHD.xls
- Hang nam, cic Khoa/By mén tryc thude (goi chung la cac
- Céc khoa; Khoa) 1ap ké hoach b6 sung, xay dung méi ngan hang dé. E\j
- Phong KT&DPBCLGD; | - Phong KT&DPBCLGD thuc hién téng hop, t6 chire xét | Khi co phat sinh Du tru kinh phi.xls
- Phong KH-TC. duyét ké hoach, xdy dung dinh mirc va phan bo kinh phi, du
todn trinh Ban Giam hi¢u phé duy¢t. @j

To trinh dinh muc
phan bo KP.doc

Hop dong.doc

- Cac Khoa; ) Rj
Phong KT&DPBCLGD can cu ké hoach, du toan kinh phi | Sau khi  phé Phu luc hop dong.xls

- Phong KT&DBCLGD; S = _ _ .
. xay dung ngin hang dé thi td chuc trién khai thyc hién ky | duyét ké hoach
- Phong KH-TC; 2 ., N S .\ o \ S =
L hop dong, giam sat tien dp thwc hién, nghiém thu, thanh | va du toan kinh uj
- Ban Gidm hi¢u; Iy hop dong xdy dwng ngdn hang dé thi véi cac Khoa. phi Nghiein:thu
- Cac don vi lién quan. (khoa).xls

Bien ban nghiem thu
(truong).doc
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Trach nhiém N¢i dung thuc hién Thoi gian Biéu miu

Bien ban thanh ly
hop dong.docx.doc

i i P ham nhj TC4 -Giay de nghi
- Céc Khoa; Sau khi hoan thanh, Phong KT&DBCLGD chuyén Hb so fs O alié "o | tenh toan 1 2018
- Phong KT&PBCLGD; | thanh toan (c6 bang ké chi tiét kém theo) vé Phong KH-TC i i i]ﬂém thu |
- Phong KH-TC. & 1am tha tuc thanh toan. gdy nghi¢ 3

cap truon
p & TC5 -Giay de nghi
thanh toan 2 (2018).

Nhan dugc hd

Phong KH-TC kiém tra, ddi chiéu trinh Ban Giam hiéu phé A
so hop 1€, can

- Phong KH-TC; duyét. Sau khi dugc phé duyét, ké toan thanh toan lap d4éi
- Ban Giam hiéu. ching tur chuyén tién kém toan bo hd so lién quan dé | . ,
i 2 A , 1A Ca kinh phi thanh
chuyén tién thanh todn cho can bg, don vi lién quan. todn
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QUY TRINH QUAN LY TAI CHINH CAC TRUNG TAM POQC LAP

TT

Trach nhiém

NOi dung thuc hién

Thoi gian

Bi€u mau

Trung tdm

Pon vi gii Quy ché t6 chirc hoat dong, quy ché chi tiéu
noi bd cta don vi (ban goc) giri vé Phong KH-TC

Lan dau hoac khi don
vi ¢6 nhu cau thay doi

Du toan nam dugc phé duyét cia don vi

15/3 hang ndm hoac
khi ¢6 thay doi

- Hang quy, don vi ndp bao cao két qua hoat dong vé
Phong KH-TC.

- Thyc hién cac nghia vu theo quy dinh.

Truéc ngay 10 cua
thang, quy lién ké

Biéu mau theo thong tu
s6 107/2017/TT-BTC
ngdy 10/10/2017)

Trung tdm

Két thuc niam tai chinh, Trung tdm 1ip bao cio tai
chinh, bao cdo quyét toan nim (Theo mAu ban hanh tai
Thong tu s6 107/2017/TT-BTC Ngay 10/10/2017 cia
Bo Truong Bo Tai chinh) cing véi file excel gui vé
Phong KH-TC

Cham nhét ngay 20/2
nam sau

- Phong KH-TC;
- Trung tam;

- Hi€u truong.

Can ctt bao cdo quyét toan tai chinh, bao cdo quyét toan
nam cua Trung tdm, Phong KH-TC thyc hi¢n tham tra
béo cdo quyét toan tai chinh nim cta Trung tim theo
quy dinh

Trude ngay 25/2 nam
sau

Phong KH-TC

Gui thong bao vé viéc phé duyét quyét toan tai chinh
nam

Cham nhét 5 ngay sau
khi Nha truong nhén
dugc thong bao duyét
quyét todn cua co
quan Tai chinh cép
trén

20




21



QUY TRINH KE TOAN THUE THU NHAP CA NHAN

Trach nhiém

Noi dung thuc hién

Thoi gian

Biéu mau

L Diing ky mi s6 thué

- Can b¢ viéen chuc nguoi lao dong (CBVCLD) chua co MST: Gt
Phong KH-TC ban dang ky MST theo mau sb 01/DK-TNCN va
01 ban photo CMND

Sau khi ky hop dong
lam viéc 7 ngay

I
mau to khai dang
ky MST.doc

CBVCLD :
Trong vong 30 ngay ké
- CBVCLP di c¢6 MST: Gui Phong KH-TC thong tin MST ca | tir ngay ky hop dong
nhan lam viéc, hodc chuyén
cong tac dén
Tap hop ho so va lap danh sach CBVCLD diang ky ma s6 thué | Truéc ngay 30 thang
trinh BGH phé duyét. cudi quy
\ A < , o Trudc ngay 10/4, 10/7,
Phong KH-TC | Gtri ho so dang ky MST sang Cuc thué tinh. 10/10 va 10/1 ndm sau
Cung cip thong tin vé MST cho CBVCLDP. Sfm khi nhan k;et qua
cua co quan thué
I1. Pang ky nguwoi phu thuée
- CBVCLP ding ky ngudi phu thudc méi hay bod sung do thay | ;. . " =
: 5 : Hang ngay theo gio W
CBVCLD | déi (tang hodc gidm) theo mau: lap 02 bo dang ky ngudi phu | 4. o o0y 8

thudc dugc giam trir gia canh va hd so chimg minh ngudi phy
thudc giri vé Phong KH-TC

hanh chinh

mau dang ky phu
thudc giamtrir giac
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T Trach nhiém Noi dung thuc hién Thoi gian Biéu miu
- Tap hop, kiém tra, phan loai hd so va lap danh saich CBVCLD ,
6 L A Theo quy
Phong KH-TC dang ky giam trur gia canh trinh BGH phé duy¢ét
7 - Giri danh sach vé Cuc thué tinh Theo quy
I11. Uy quyén quyét toan thué TNCN Trud 3112 e
\ L. N . . . rudc nga an
8 | Phong KH-TC | Théng bdo vé viée uy quyén quyét toan thué TNCN dén cac don Am = s
vi (kém theo mau gidy diang ky uy quyén)
Céc don vi tap hop gidy uy quyén va lap danh saich CBVCLD uy
quyén cta don vi ndp vé Phong KH-TC (Gidy uy quyén chi ap
, . dung cho CBVCLD c¢6 thu nhap duy nhat phat sinh tai don vi) D
- Cac don vi; Truéc ngay 20/1 nam W
9 CBVCLD co thu nhdp phdt sinh trong va ngoai truong - bao mau gidy iy quyén
- CBVCLD. 2 . . . i A . | sau quyét toan thug TNC
gom cd thu nhdp tir cac don vi hach toan doc lap truc thudc
trwong thi khéng dwoc ding ky uy quyén va tw quyét todn thué
TNCN
: : Tl ngay 01 dén 05/02
10 | Phong KH-TC | Tap hop giay uy quyén va luu tai Phong KH-TC. . 8 Vy
hang nam
" IV. Lap b4o c4o va ndp thué hang Quy Ngay 15 ciia thang dau X
Lap béo céo va ndp thué TNCN hang quy tién quy tiép theo mau 1o Kha shue
15 | Phong KH-TC Tam khéu trir va ndp tién thué TNCN hang thang tir thu nhép ctia

CBVCLD
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T Trach nhiém Noi dung thuc hién Thoi gian Biéu miu
13 Cung cap thong tin vé s tién thué TNCN da khau trir, sd thué
TNCN con phai ndp tiép hoic sb tién thué TNCN dugc hoan lai.
V. Quyét toan thué TNCN véi Co quan thué q
14 Lap ho so, trinh ky va gii béo cdo quyét toan thué TNCN nim maU to khai quygt
véi co quan thué. toan thué TNCN.xs
Thong bao cho ca nhan, don vi vé sb tién thué TNCN phai ndp
hodc s6 tién thué TNCN dugc hoan lai trong nam. @j
. P , . ) ) ) Trudce ngay 31/03 nam
15 Phong KHTC cap bang tong hop xac nhén thu nhdp cho sau t8ng hap chi tra thu
Phong KH-TC | CBVCLD tu quyét toan thué thu nhdp ca nhan (Tir ngay 10/03 nhap.docx
ciia nam tai chinh ké tiép)
16 Nop tién thué TNCN ciia CBVCLD con thiéu vao tai khoan cua
co quan thué
17 Tap hop va luan chuyén hd so, ching tir theo quy dinh
Thyc hién viéc khau trir s6 tién thué TNCN ctia CBVCLD con L
18 Trudc ngay 15/4

thiéu vao tién lwong hang thang
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QUY TRINH THANH TOAN HQC BONG CHO SINH VIEN

Trach nhiém

Noi dung

Thoi gian thuwe hién

Bi¢u mau

Can cr Quyét dinh, Phong Cong tac HSSV lap Bang tong hop

Phon T 2 : , N L " | Theo ké hoach niam

CTHESV thanh toan tién hoc bong kém theo danh séach tai khoan ctia SV va hoc : Mau DSSV Thanh
chuyén 1én phong KH-TC. i toan hoc bong.xis
Nhéan quyét dinh; bang tong hop thanh toan tién hoc bong kém :

Phine KELTC theo danh sach tai khoan cua sinh vién. Trinh ky khi ching tur X

on - . . ol
8 Ra soat, n}}ép liéu vao hé thong ké toan, phat hanh ching tir thanh | hoan thanh Mi‘g—gggﬂg;’sa”

todn hoc bong cho sinh vién.

- Phong KH-TC; | - Thanh toan hoc bong cho sinh vién vao tai khoan cua sinh vién. | Theo quy dinh hién X

- Hiéu truong. | - Luu chuyén ho so, ching tir thanh toan. hanh Mﬁ%—gﬂg?}g'f:”
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QUY TRINH THU HQC PHi VA CAC KHOAN

CUA SINH VIEN THUQC POI TUQNG LIEN KET

TT | Trach nhiém Noi dung thuc hién Thoi gian Biéu miu
- Kiém tra ho so sinh vién trang tuyén. ’ _ . '
- An dinh danh séach sinh vién. Trude khi thyc hlen’khal
) ‘An oir At di : : fonia i iang & ky thu nhat va
| | Phong CTHSSV .Thm’:'hl@n gui AQuyA’et dinh quy dinh muc thu hoc phi cta sinh | & ’ g ;.y : e
vién t61 don vi lién ket. thang cuoi cung cua ky
- Nhép danh sach sinh vién, gié)i tuong, muc thu hoc phi va céc | trude
khoan phi vao dir liéu phan mém.
- Thuong thao Phéi hop giita 2 don vi vé cach thirc t chirc thuc
hién va quan ly 16p. Trudc khi thuc hién khai
2 | Phong Paotao |- Xac dinh sb tin chi phai thuc hién trong timg ky hoc ciia sinh | gidng & ky dau va théng
vién. cudi cung ciia ky trudc
- Thong ké lich hoc theo tirng hoc ky.
- Tinh hoc phi phai thu trong ky ctia sinh vién.
- Xac dinh cac khoan phai thu cda sinh vién trong ky hoc 1én (Sau 15 ngay) Nhan hd
3 | Phong KH-TC | danh sach. . o
. ) o ) ) . o so tu phong chuc nang
- Gui danh sach d;l xac dinh cac khoan phai thuc hi¢n ndp cia SV
cho don vi lién két.
4 D‘O’l’l vi lién két Df)n déc, phéi ho? cﬁflg nha truong thuc hién thu cac khoan cua 30 ngay trong dot hoc
dao tao sinh vién khi ¢6 van ban.
- Thuc hién thu truc tiép hodc thu qua céc hinh thirc khac tir ngan
5 | Phong Kp-TC | Mng kho bac... 15 ngay sau khi thu HP

- ln hoa don, phiéu thu phi, 1€ phi khi sinh vién thuc hién déng

tién xong.
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TT

Trach nhiém

Noi dung thuc hién

Thoi gian

Biéu mau

- Lap danh sach hoc phi, cac khoan phi thu dugc va lap bao cao
to khai phi 1€ phi.

- Lap phiéu thu, phiéu chi hodc dbi chiéu ngan hang, kho bac
trinh Hi€u trudng phé duyét.

- Nop to khai thu phi, 1& phi cho co quan thué.

- Pong giéu; tra hoa don, phiéu thu cho sinh vién thong qua don
vi lién két; Luu trtr ho so theo quy dinh.

27




QUY TRINH THU CONG POAN PHI

TT | Trach nhiém Noi dung Thoi gian thue hién Biéu miu
1 Vian phong Gui cac QD thuyén chuyén, két nap, tiép nhan céng doan vién | Vao ngay cubi cing hang
Cong doan dén phong KH-TC. thang
Phong KH-TC xac dinh cong doan phi phai thu ctia cong doan
. vién timg don vi theo bang thanh toan tién lwong hang thang. ) . )
2 | Phong KH-TC ) i A . ) T Trudce ngay 15 thang sau
Sau khi thyc hién thu cong doan phi qua luong, ké toan cong
doan giri DS thu CP phi dén vian phong cong doan.
Cap nhat ndi dung diéu chinh (néu c0) ra soat, nhap li€u vao . , . , .
ap ihat g e Trinh ky khi ch t
3 | Phong KH-TC | hé théng ké toan cong doan, phat hanh chimg tir thu (hoge | . =) < CAUNE W
DY ot A 1 n A hoan thanh
UNC rtt tien CD phi tr Ngan hang Cong thuong veé)
- Phong KH-TC; . : 8 :
4 . 8 . Thu tién cong doan phi qua lvong hang thang N‘(?’ay chuyén luong hang
- Hi€u truong. thang
5 | Phong KH-TC Luu chuyén hd so, chimg tir thanh toan theo quy dinh Theo quy dinh hién hanh
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QUY TRINH THU PANG PHIi

Trach nhiém

Noi dung

Thoi gian thwe hién

Biéu mau

Guri cac Quyét dinh thuyén chuyén, két nap, tiép nhan

Van phong Déang uy Pang vién t6i phong KH-TC Vao ngay cudi hang quy
Phong KH-TC xé4c dinh Pang phi phai thu cia Dang q .
. vién ting chi bd. Trude ngay 10 thang dau
Phong KH-TC G i , n NS , , e A . Mau_Bang ke thu
ui danh sach PBang vién va s0 tién dang phi phai ndp | quy sau tien dang phixs
trong quy cho Van phong Dang uy.
- VPDU ra soat va giri phan hoi lai Phong KH-TC X| :
Vin phong Pang uy | (n€u co). 02 ngay Mau Chi bo ra
- Ra soat xong giri dén timg chi bo. soat.xis
- D6i chiéu, ra soat va thuc hién thu tién dang phi cua ,
e LA chi b. Trude ngay 30 thang dau X
Cac Chi bo Thue hidn 6 dé . ) in ) A 1 s . Mau Chi bo ra
- Thyc hién ndp dang phi theo ty 1€ quy dinh vé phong | quy sau coat xS
KH-TC.
- Phong KH-TC; Ra so4t, nhap liéu vao hé thong ké toan dang, phat hanh | Trinh ky khi ching tur
- Bi thu dang uy. ching ttr thu tra Chi bg hoan thanh
Phong KH-TC Luu chuyén ho so, chimg tir thanh toan theo quy dinh Theo quy dinh hi¢n hanh
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