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1- Muc dich
Giéy dé nghi thanh toan tam Ung 1a bang 1iét ké cac khoan tién da nhan tam ung va céac khoan chi
dé nghi thanh toan ctia nguoi nhan tam Gmg, 1am cin ¢ thanh toan s tién tam tng va ghi s6 ké
toan.
2- Phuong phap 1ap va trach nhiém ghi
Goc trén, bén trai cua Giéy dé nghi thanh todn tam ng ghi r6 tén don vi, ma don vi str dung
ngan sach. Phan dau ghi 10 ngay, thang, ndm, ho tén, bd phan cong tac hoac dia chi cua ngudi
thanh toan.
Can ctr vao chi tiéu ciia cot A, ké toan thanh toan ghi vao cot 1 nhu sau:

Phén I- S6 tién tam tng: GOom sb tién tam Gmg cac ky trudc chua chi hét va sb tam tng ky nay.

Muc 1: Sb tam tng cac ky trudc chua chi hét: Can cir vao dong s du tam tng tinh dén ngay 1ap
phiéu thanh toan trén so ké todn dé ghi.

Muc 2: S6 tam tng ky nay: Cian cit vao cac Phiéu chi tam tmg dé ghi. M&i Phiéu chi ghi 1 dong.

Muc II- Sb tién da chi: Can cir vao cc ching tir chi tiéu ctia nguoi nhan tam Gmg dé ghi. Mdi
chung tir chi ti€u ghi 1 dong.

Muc III- S6 thira tam (mg dé nghi nop tra lai: Ghi sé khong str dung hét, ndp lai don vi.

Muc IV- S thiéu d& nghi chi bd sung: Ghi s6 nguoi lao dong con duge thanh toan.



Giéy dé nghi thanh toan tam tng do ké toan lap, chuyén cho ké toan truong hoac nguoi phu trach
ké toan soat xét va thil truong don vi duyét. Nguoi dé nghi thanh toan ky xac nhan trude khi
nhan hodc nop tra lai tién. Gidy dé nghi thanh ton tam (mg kém theo chung tir gbc dwoc ding
lam cin clr ghi s0 ké toan.

Phén chénh léch tién tam Gng chi khong hét phai 1am thi tuc thu hdi ndp quy hodc trir vao luong.
Phan chi qua so tam ing phai lam thu tuc xuat quy tra lai cho ngudi tam ng.

Ghi chu: Néeu cac don vi cong doan co so khong bo tri du nhan luc ké todn thi ke toan sé thuc
hién ky ca nguoi ldp phiéeu va ké toan.



