Thu tuc quy trinh: Ma higu: QT04.06

, . . Ban hanh 1an thu:
THANH TOAN TIEN KHEN THUONG 01

! DAI HOC HA LONG; Higu lyc tir: .../ /2023
roc s mann sens Trang/tdng s trang: 1/4

BANG THEO DOI NHUNG THAY DPOI

TT | Léan sira doi | Trang Noi dung thay doi Ngay thay doi
Nguoi viét Nguoi kiém tra Nguwoi phé duyét
Ho va tén Can Thi Mai Anh Vian Trong Hung Tran Trung V§
Ky tén
Churc vu Nhan vién Phong KHTC Truéng phong Pho6 Hiéu trudng
KHTC

1. MUC PiCH

Thu tuc quy trinh nay dugc xay dung, thyc hién dé hudng dan trinh ty, danh
muc hd so, 1am cin cr dé quan 1y, kiém soat va xét duyét hd so thanh toan tién
khen thudng cho vién chirc va nguodi lao dong, hoc sinh, sinh vién.

2. PHAM VI AP DUNG

Thii tuc quy trinh nay dugc 4p dung dé kiém soat thanh toan tién khen thudng
doi voi vién chuce, nguoi lao dong, hoc sinh, sinh vién cua Truong Pai hoc Ha
Long (bao gobm ca khen thuong thuong xuyén va khen thuong dot xuat).

3. VIET TAT
CTSV: Cong tac chinh tri, Quan 1y va hd trg sinh vién
DS: Danh sach
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VCLD: Vién chtrc, nguoi lao dong

HSSV: Hoc sinh, sinh vién

KHTC: Ké hoach va Tai chinh

KTT: Ké toan trudng

KTTT: K& toan thanh toan

PC: Phiéu chi

TCHC: T6 chtrc, Hanh chinh, Thanh tra va Phap ché

TP: Trudong phong

UNC: Uy nhiém chi

4.NOI DUNG QUY TRINH

4.1 | Piéu kién thyc hién Thi tuc
Trong vong 15 ngdy sau khi ¢6 quyét dinh khen thuong.

4.2 | Thanh phin ho so Ban chinh| Ban sao
1. Gidy dé nghi thanh toan (Mau M04.06.04) X
2. Quyét dinh khen thudng X
3. Bang ké chi khen thuong — néu DS chi tir 2 nguwoi tré
lén (Mau 04.06.05) X
4. Bang thanh toan cho ddi twong thu hudong (Mau X
M04.06.06) X
5. Danh sach chi ho (2 ban) — néu DS chi tir 2 nguoi tré
lén (Mau 04.06.07)
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' DAI HOC HA LONG!

Thu tuc quy trinh:

Hoc dé thanh céng 1

THANH TOAN TIEN KHEN THUONG
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4.3

S6 lwong ho so

01bo

4.4

Thoi gian xur li

05 ngay lam viéc ké tir ngdy nhan du thii tuc ho so hop 1¢.

4.5

Noi tiép nhén va tra két qua

Noi tiép nhan: Phong KHTC
Noi tra két qua: Phong KHTC

4.6

L¢ phi

Khoéng.

4.7

Quy trinh xir li cong viéc

TT

Trinh tu

Trach
nhiém

Thoi gian

Biéu mau/Két qua

Bl

VCLPD (Phong TCHC — ddi
v6i khen thuong VCLD;
Phong CTCT-QLHTSV — d6i
v6i khen thuong HSSV) ndp
hd so tai Phong KHTC,
Néuhdsodu:lap  Phiéu
hen, chuyén sang B2.

Néu hd so thi,éu hodc khong hop
1€ thi 1ap Phi€u hudéng dan bd
sung.

CB TNHS

Gio HC

Trong ngay

Trong ngay

Theo muc 4.2

M04.06.01

M04.06.02

B2

Kiém soat hd so:

- Néu ho so hop 1€: ky x4c nhén
va trinh KTT, TP KHTC duyét hd
s0, chuyén sang B3.

- Néu hé so khong hop 18: 1ap
phiéu tir chdi khong  giai quyét
hé so, chuyén B9.

KTTT

I ngay

Theo muc 4.2

M04.06.03

B3

Kiém tra hd so: ‘

- Néu dong y: ky duyét ho so va
trinh TTDV phé duyét, chuyén
sang B4.

- Néu khong dong y: Tra vé B2.

KTT,
TP KHTC

1/2 ngay

Theo muc 4.2

B4

Kiém tra ho so:
- Néu dong y: Ky phé

TTDbV

1/2 ngay
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Hoc dé thanh céng 1

duyét hd S0, chuyéq sang B5. Theo muc 4.2
- Néu khong dong y: Tra vé
B3.

B5 | Lap chung tir thanh toan KTTT 1 ngay M04.06.08/
(UNC/PC) va trinh KTT ky duyét M04.06.09

ching tir thanh toan, chuyén sang
B6.
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B6 | Kiém soat ching tir thanh toan: KTT 1/2 ngay  [M04.06.08/

A aA .1 A M04.06.09

- Néu dong y: ky duyét va trinh

TTPV, chuyén sang B7.

- Néu khong dong y: tra vé BS5.

B7 | Kiém soat chiing tir thanh toan: TTbV 1/2 ngay  |M04.06.08/

A aA o 1 A , \ M04.06.09

- Néu dong y: ky duyét ching tir

thanh toan, chuyén sang B8

- Néu khong dong y: Tra vé B6.

B8 | Chung tir chuyén kho bac/ngan KTTT 1 ngay MO04.06.08/
hang va thanh toan cho ddi tuong M04.06.09
thu huong.

B9 | Tra két qua. CB TNHS | Gis HC

4.8 | Co s6 phap ly

- Luat Ké toan s6 88/2015/QH13 ngay 20/11/2015; Nghi dinh s6
174/2016/ND-CP ngay 30/12/2016 ;

- Théng tu 107/2017/TT-BTC ngay 10/10/2017 huéng din Ché d6 ké toan hanh
chinh su nghiép;

- Nghi dinh s 60/2021/ND-CP ngay 21/6/2021 ctia Chinh pht quy dinh co ché
tu chu ctuia don vi su nghiép cong 1ap.

- Quy ché chi tiéu ndi bd.

5. BIEU MAU
TT Ma hiéu Tén biéu miu

1 | M04.06.01 Phiéu tiép nhan ho so va hen tra két qua
2 | M04.06.02 Phiéu hudng din bo sung, hoan thién hé so
3 | M04.06.03 Phiéu tir chéi tiép nhan, giai quyét ho so
4 | M04.06.04 Gidy dé nghi thanh toan
5 [ M04.06.05 Bang ké chi khen thuong
6 | M04.06.06 Bang thanh toan cho ddi trong thy hudng
7 | M04.06.07 DS chi hd
8 | M04.06.08 UNC
9 | M04.06.09 PC

6.HO SOLUU

TT Tén tai liéu Noi luu Thoi gian luu
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1 | Gidy dé nghi thanh toan Phong KHTC I ndm

2 | Quyét dinh khen thuong Phong KHTC | 1ndam
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Hoc dé thanh céng 1

3 | Bang ké chi khen thuong (néu c6) Phong KHTC | 1 nim

4 | Bang thanh toan cho d6i twong thu huéng Phong KHTC I ndm

5 | Danh sach chi ho (néu cd) Phong KHTC | 1nim

6 | UNC/PC Phong KHTC | 1nam

Ho so duoc luu tai Phong KHTC trong thoi han 1 ndm
ké tir ngay két thuc ky ké todn nam, sau d6 dugc luu trit theo quy dinh bao quan,
luu trir tai liéu ké toan cua Luat K€ toan.
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