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Nguoi viét Nguéi kiém tra Ngudi phé duyét

Ho va tén Ta Thi Khuyén Vian Trong Hung Tran Trung V¥

Ky tén

Chirc vu | Nhén vién phong KHTC | Truong phong KHTC Pho Hi€u truong
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1. MUC PiCH

Tht tuc quy trinh ndy dugc xdy dung, thuc hién va duy tri dé huéng din thanh
toan kinh phi ho trg viét bai bdo khoa hoc in trén cac tap chi quoc té, tap chi trong
nudc.

2. PHAM VI AP DUNG

Thu tuc quy trinh nay dugc ap dung ddi véi tat ca can bd, vién chirc, lao dong
hop dong cua Truong Pai hoc Ha Long c6 viét bai bdo khoa hoc in trén cac tap chi
quoc te, tap chi trong nudec.

3. PINH NGHIA VA VIET TAT

3.1. Dinh nghia:

Bai bao khoa hoc in trén cac tap chi qudc té, tap chi trong nude 13 cac ‘bai bao
dang trén tap chi chuyén nganh, ky yéu hoi thao khoa hoc (trong nudc hoac quéc té) co
ma s tiéu chuan qudc té& cho xuét ban pham (ISSN hoic ISBN).

3.2. Viét tat:

Phong KHTC: Phong K¢é hoach va Tai chinh

CB, VC, Lb: Cén bg, vién chuc, lao dong hop déng

NSNN: Ngan sach nha nudc

4. NOI DUNG QUY TRINH

4.1 | Diéu kién thuc hi¢n Thii tuc
Khong qua 30 ngay sau khi bai bao cua tac gia dang trén tap chi dugc cong bo

4.2 | Thanh phén ho so Ban chinh | Ban sao
1. Bé nghj thanh toan (M04.10.07) X
2. Ban xac nhan bai bao cua phong HTQT&QLKH X
3. Trang bia; Muc luc tap chi c6 bai dang; Bai bao X
duoc in trén céc tap chi
4. Héa don tai chinh (invoice), gidy ndp tién (néu X
thanh toan phi dang bai)
5. Danh sach chi tién (néu bai bao co tir 2 tac gia tro X
1én cua Trudong Dai hoc Ha long cung thanh toan)
(M04.10.08) X
6. Bang thanh toan cho déi tuong thu huong (Mau sd
09) (M04.10.09) X
7. Danh sach chi ho (néu bai bao c6 tir 2 tac gia trd 1én
cua Truong Pai hoc Ha Long cung thanh toan)
(M04.10.10)
4.3 | S6 lwong ho so
01 bo

4.4 | Thoi gian xir li
05 ngay lam viéc ké tir ngay nhan dua thu tuc ho so hop I€.
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4.5 | Noi tiép nhan va tra két qua

Noi tiép nhan: B) phan tiép nhén/tra hd so.
Noi tra két qua: Bo phan tiép nhan/tra ho so
4.6 | Lé phi

Khong
4.7 | Quy trinh xir li cong viéc
TT Trinh tu Tr?i? h Thbi Bié}l mﬁ}l /
nhiém gian Két qua
Bl [CB,VC,LPHP nophdsotai |Nhanvién | Gid HC | Phiéu xir 1y ho so
B9 phan tiép nhan/tra ho so. tiép nhan
- Néu ho so du va hop 1¢ thi Trong M04.10.01
chuyén sang B2 ngay
- Néu ho so thiéu hozc khong
hop 18 thi 1ap Phiéu hudng din M04.10.02
bo sung.
B2 | Kiém soat ho so: Kétoan | Ol ngay Theo muc 4.2
- Néu ho so hop 1&: Ky xac thanh toan
nhan, trinh Ké toan trudng,
trudng phong KHTC phé duyét.
Chuyén sang B3
- Néu ho so khong hop 16: Lap MO04.10.03
phiéu tir chdi khong
oiai quyét hd so, chuyén B9.
B3 |Kiém tra ho so: Kétoan | 01 ngay Theo muc 4.2
- Néu dong y: Ky duyét ho so trudng;
thanh toan, trinh tha truong Trudng
duyét ho so, chuyén sang B4 phong

- Néu khong ddng y: Ghi phiéu KHTC
va chuyén lai B2
B4 |Kiém tra ho so: Tha truong | 01 ngay Theo muc 4.2
- Néu dong ¥: Ki duyét hd don vi
so chuyén sang B3.

- Néu khong dong ¥: Tra vé B3.

B5 |- Lap chimg tir thanh toan: | Kétoan | 1/2 ngay Theo muc 4.2
(Uy nhiém chi/Gidy rat dy thanh toan MO04.10.05
toan) trinh Ké toan truong ky M04.10.06
duyét chuyén sang B6

B6 |Kiém soat chung tir thanh toan: Kétoan | 1/2 ngay Theo muc 4.2
- Néu dong y: Ky duyét va truong M04.10.05
Trinh thu truéng don vi, chuyén M04.10.06

sang B7
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- Néu khong ddng v chuyén lai
B6
B7 |Kiém soat chung tir thanh toan: | Tha truéng | 01 ngay Theo muc 4.2
- Néu dong ¥, ky duyét thanh don vi MO04.10.05
toan M04.10.06
- Néu khong dong ¥, chuyén lai
B6
B8 | Ching tir chuyén kho bac, ngan | Chuyén Gio HC Theo muc 4.2
hang va thanh toan cho dbi vién phong M04.10.05
tuong thu hudng KHTC M04.10.06
B9 | Tra két qua Bo phan | Gio HC
tiép nhan/
tra ho so.

4.8 | Co sé phap li

- Luat Ké toan s6 88/2015/QH13 ngay 20/11/2015

- Nghi dinh sé 174/2016/ND-CP ngay 30/12/2016
Théng tu 107/2017/TT-BTC ngay 10/10/2017
Quy ché chi tiéu ndi bo.

5. BIEU MAU
TT Mai hiéu Tén biéu mau
1 | M04.10.01 Phiéu tiép nhan ho so va hen tra két qua
2 | M04.10.02 Phiéu hudng dan bo sung, hoan thién hd so
3 | M04.10.03 Phiéu tir chdi tiép nhan giai quyét hd so
4 | M04.10.04 Phiéu theo di giai quyét cong viéc
5 | M04.10.05 Uy nhiém chi
6 | M04.10.06 Gidy rat du toAn NSNN
7 | M04.10.07 Gidy dé nghi thanh toan
8 | M04.10.08 Bang ké chi tién
9 | M04.10.09 Bang thanh toan cho ddi twong thu hudng (Mau sb 09)
10 | M04.10.10 Danh sach chi ho
6. HO SOLUU
TT | Tén, tai liéu Noi luu Thoi gian luu
1 Uy nhiém chi/Giay rat du toan NSNN Phong KHTC )
2 Gi?iy dé nghi thanh toan Phong KHTC Th?o quyz dH}h
3 Béang thanh toan cho doi tuong thu Phong KHTC cua Ll,lat ke
hudng (Miu sé 09) toan
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4 Bén x4c nhéan bai bdo cua phong Phong KHTC
HTQT&QLKH
5 Trang bia; Muc luc tap chi c6 bai Phong KHTC
dang; Bai bao duoc in trén cac tap chi
6 Hoa don tai chinh, gidy ndp tién Phong KHTC
7 Céc gidy to theo yéu ciu tai muc 4.2 Phong KHTC
Hb so duoc luu tai phong KHTC trong thoi han 01 nam ké tir ngay két thuc ky ké toan
nam. Sau d6 dugc luu trit theo quy dinh bao quan luu trir tai liéu ké toan cua Luat Ké
toan.
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