QUY TRINH THANH TOAN
I. MUC PICH VA PHAM VI AP DUNG
1. Muc dich

Quy trinh ndy nhdm hudng din cac don vi va ca nhan thudc truong thuc hién
cac budc thanh toan kinh phi hoat dong theo dung quy dinh hién hanh.

2. Pham vi ap dung

Quy trinh nay dugc cho ca nhan va tip thé thudc trudng thanh toan cac khoan
kinh phi lién quan dén hoat dong.

II. TAI LIEU LIEN QUAN BEN NGOALI:

Thong tu 5O 107/2017/TT-BTC ngay 10 thang 10 nam 2017 cua B¢ Tai chinh
hudng dan ché do ké toan hanh chinh, sy nghiép.

II1. PINH NGHIA VA TU VIET TAT
1. Binh nghia:
Quy trinh thanh toan 13 qua trinh thuc hién mot cach c6 hé thong va co kiém

soat viéc thanh toan tat ca cac khoan kinh phi trong don vi.

2. Tir viét tit:

QT Quy trinh BGH Ban Giam hi¢u
7 P Phong Cong tac
BM Bicu miu ' Chinh  tri va
CTCT&HSSV HSSV
, Ké toan — Tai
QP Quyét dinh KT-TC © i o
chinh
KTV K¢é toan vién UNC Uy nhiém chi
HSSV Hoc sinh, sinh CBQL Céan bd quan ly
vién
NSNN Ngan sach nha bv Don vi 1a phong,
nuoc khoa
KBNN Kho bac Nha PT-PC Phiéu thu, phiéu
nuoc chi

IV. LUU PO: Xem trang (3-5)
V. PAC TA: Xem trang (6-9)
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VI. CAC BIEU MAU/ HUONG DAN KEM THEO

Stt Tén biéu miu/ hwéng din (16) M3 hoa
1 | Gidy dé nghi thanh toan BM/QT64/PXTTC/01
2 | Phiéu thu (Mau C40-BB) BM/QT64/PXTTC/02
3 | Phiéu chi (Mau C41-BB) BM/QT64/PXTTC/03
4 | Gidy bao 1am thém gio (Mau C08-HD) BM/QT64/P.KTTC/04
Bang chdm cong lam thém gio (Mau
5 C09-HD) BM/QT64/P.KTTC/05
Bang thanh toan tién 1am thém gio (Mau
6 C10-HD) BM/QT64/P.KTTC/06
7 | Bang thanh toan phu cap (Mau C03-HD) BM/QT64/P.KTTC/07
8 | Hop dong giao khoan (Mau C11-HD) BM/QT64/P.KTTC/08
Bién ban nghiém thu hop dong giao khoan
9 (Mau C13-HD) BM/QT64/P.KTTC/09
Bién ban thanh 1y hop dong giao khoan
10 (Mu C12-HD) BM/QT64/P.KTTC/10
Bang thanh toan tién thué ngoai (Mau
11 C14-HD) BM/QT64/PKTTC/11
12 | Gidy di duong (Mau C16-HD) BM/QT64/P.KTTC/12
Bang ké thanh toan cong tac phi (Mau
13 C17-HD) BM/QT64/P.KTTC/13
14 | Phiéu nhap kho (Mau C30-HD) BM/QT64/P.KTTC/14
15 | Phiéu xuat kho (Mau C31-HD) BM/QT64/PXTTC/15
16 Phiéu giao nhan nguyén li€u, vat li¢u, cong BM/QT64/PKTTC/16

cu, dung cu (Mau C34-HD)
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QUY TRINH THANH TOAN

LEN KE HOACH THYC HIEN LUU TR

O-44 X1

1. Tiép nhén
chimg tir thanh

thanh toan

4. Thare hién thanh toan } _._@
« 2. Kiém tra, xir Iy chimg tir ] ¥

Kheiireg
dang §

3. Phéduygl\

Bang ¥




OZQcu-HcmI

V. PAC TA QUY TRINH THANH TOAN

A A . B0 phan/nguoi J4 2 . R X A
Stt Tén buwéc Noi dung cong viéc BO phz_ln/flAgum phdi hop tgln_rc Ket qua dat Han hoan thanh Bi¢u mau/ho
thwe hién A dwge so
. . hl@n .

1 | Tiép nhan - Tiép nhan ho so chung tir Z. Z. Chirng tr - Thoi gian thyc hién quy Thong tu s
ching tir thanh | thanh toan ;Of;r(:l tugng thanh ‘;021(1)1 tuong thanh thanh toan trinh tinh tir ngay tiép nhan | 107/TT/BTC
toan - Poi véi ho so thanh toan ho so dén ngay giai ngan: ngay

thuong xuyén: Thuc hién theo | - Phong KT-TC - Phong KT-TC Tir 01 dén 3 ngay (khong 10/10/2017;
quy dinh tai quy ché chi tiéu ké ngay thtr bay, chii nhat cac ching tur
ndi bd hién hanh cda truong. va 18). khac c¢o lién
- Chung tir thanh todn cho | quan
ca nhan nhu cac khoan chi
phi sau khi di cong tac vé
(phu cap luu tra, tién nghi,
... ) thoi han thanh todn 01
ngdy ddi voi ching tir dy
du, ding theo quy dinh.
Kiém tra, xit 1§ —‘Kiém tra, xtr Iy ho so chimg | Phong KT-TC _ Phong KT-TC Chimng tlr - Thoi gian thyc hién quy | Thong tu sO
, . tur thanh toan trinh tinh tr ngay ti€ép nhan | 107/TT/BTC
2| chimg tir thanh - Pbi tugng thanh - Pbi tuong thanh hé so dé ay giai ngan: :
toan - Phan loai chung tu one one 0 soden ngay giai ngan: ngay

toan (néu cb)

toan (néu co)
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+ Néu khéng du diéu kién
hudng dan ngay cho don vi b6
sung d€ hoan chinh ho so

+ Néu hd so du diéu kién trinh
ky

- Lanh dao Phong KT-TC ky
duyét ching tur theo tham
quyeén.

Tur 01 dén 3 ngay (khong
ké ngay tht bay, chil nhat
va 18).

- Chting tir thanh toan cho
ca nhan nhu céc khoan chi
phi sau khi di cong tac vé
(phu cép luu tra, tién nghi,
...) thoi han thanh toan 01
ngay d6i voi chimg tir day
du, dang theo quy dinh.

10/10/2017;

cac chung tr
khac c6 lién

quan

. . Trinh Hi¢u trudng phé duyét Hiéu trudn Phong KT-TC Chung tu
Phé duyét chimg tir thanh toan i & thanh toan
Thuc hién Lap phiéu thu — phiéu chi, Phong KT-TC Hicu truong Chimg u,I

f 2 TR \ thanh toan
thanh toan chuyén khoan, giai ngan: Hang
ngay (trude 16 gio dé kiém ké
quy ti€n mat)
. Ching tir
Luu trir Luu trit ho so Phong KT-TC Phong KT-TC thanh toan
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