UBND THANH PHO HA NOI CONG HOA XA HQI CHU NGHiA VIET NAM

TRUONG PAI HOC THU PO HA NOI Poc 1ap — Tw do — Hanh phiic
PHU LUC 2
Biéu mau xiy dyng Quy trinh lam viéc
(Ban hanh kem theo Thong bao so ........... /TB-BDHTDHN ngay ......... /4/2025

cua Hiéu truong Truwong Pai hoc Thu do Ha Noi)

I. TEN PON VI: PHONG KE HOACH TAI CHINH

1. Tén Quy trinh lam viéc: Quy trinh dang ky, ké khai, quyét toan thué thu nhap ca
nhan
1.1. Quy trinh thye hién

Pang ky thué TNCN

K& khai thudé TNCN hiang thang

Ké khai quyét toan thué TNCN

1.2. Dién giai Quy trinh

Don
vi
thuc
hien | rhod
va . T « X
TT Trinh tu thuc hién don stan Tai hel:l’ bicu
vi hoan mau
e thanh
phoi
hop
(néu
co)
PANG KY THUE TNCN Ping ky mo
Buge | PAng ky Ma s0 thué ‘ Phong | = | MST qua co
1 - Ca nhan ky hop dong lao dong | KH-T nhu cAy | duan Cfll tra.;
tai truong PHTDHN ma chua| € thu nhap: Giay
c6 Mi sb thué nop Gidy uy de nghi dang




Pon

vi
thuc
| e |
TT Trinh tw thue hién don stan Tai h@l:l’ bicu
T : Vi hoan mau
%e thanh
phoi
hop
(néu
co)
quyén va ban sao Cin cudc ky ma s thué
cong dan tai Phong KHTC TNCN, ban
- Phong KHTC lam thu tuc dang sao Can cudc
ky mi s6 thué cho ngudi lao cong dan
dong
- Phong KHTC thong béo két qua Ding kY nguoi
cho can bd qua email phu thudc:
Mau sd:
Pang ky giam tro nguwoi phu 07/DK-NPT-T
thuoc: NCN (TT
-CBVC NLP dién mau diang ky 80/2021)
ngudi phu thudc giam tro gia
canh Piéu 9, Thong
-Phong KHTC lam thu tuc ding tul111/2013/TT
ky nguoi phu thudc giam trur gia -BTC ngay 15
canh. thang 08 nam
- Phong KHTC théng bao két qua 2013: Cac
cho can bd qua email khoan giam trur
KE KHAI THUE TNCN HANG
THANG
) To khai
- Phong KHTC thong ké thu nhap 05/KK-TNCN
Bude cta can b trong thang Phong theo
7 - Cén bo ra soét thong tin thu nhap, | KH-T | Ngay 20 | 7780/2021)
thong tin thué C, hang
- Phong KHTC xu 1y phéan hdi ctia | CBV |  thang
can bd vé thu nhap va tién thué | C&N
Lb

TNCN



https://thuvienphapluat.vn/van-ban/Thue-Phi-Le-Phi/Thong-tu-111-2013-TT-BTC-Huong-dan-Luat-thue-thu-nhap-ca-nhan-va-Nghi-dinh-65-2013-ND-CP-205356.aspx?anchor=dieu_9
https://thuvienphapluat.vn/van-ban/Thue-Phi-Le-Phi/Thong-tu-111-2013-TT-BTC-Huong-dan-Luat-thue-thu-nhap-ca-nhan-va-Nghi-dinh-65-2013-ND-CP-205356.aspx?anchor=dieu_9
https://thuvienphapluat.vn/van-ban/Thue-Phi-Le-Phi/Thong-tu-111-2013-TT-BTC-Huong-dan-Luat-thue-thu-nhap-ca-nhan-va-Nghi-dinh-65-2013-ND-CP-205356.aspx?anchor=dieu_9

Pon
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thuc
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va ian | Tailigu, biéu
TT Trinh tu thwe hién don sta %)
Vi hoan mau
e thanh
phoi
hop
(néu
co)
-Phong KHTC ndp to khai thué
TNCN thang va tam ndp tién thué
TNCN cho co quan thué
-Phong KHTC ndp to khai thué
TNCN hang thang va tam ndp
thué TNCN
-Phong KHTC khéu trir tién thué
TNCN tam ndp trong thang qua
luong
- KE KHAI QUYET TOAN THUE
TNCN
- Phong KHTC tong hop thu nhap
cua can bg trong nam.
- Can bo ra soat thong tin thu nhap
va thong tin thué
\ 1o 1o 1 A: . | Phong
- Phong KHTC xur 1y phan hoéi cua .
r 1A LA A xR | KH-T Ngay
. can by ve thu nhdp va tién thué .
Budc C, 30/3 To khai
TNCN < 1k
3 | _Nha truong thong béo lich dang | Cov. | MM ke | 0S/QTT-TNCN
ha truong thong bao fich dang | e | &y | (TT80/2021)
ky uy quyén quyét toan thué LD

TNCN
-Phong KHTC tiép nhan gidy uy
quyén quyét toan thué TNCN.
-C4 nhin ndp bd sung tién thué
TNCN (néu c6 phat sinh) qua tai
khoan ngan hang cia Truong.




Don
vi
thuc
hien | g
va ian | Tailiu, biéu
TT Trinh tu thwe hién don sta %)
Vi hoan mau
%e thanh
phoi
hop
(néu
co)
-Nha trudng ndp to khai Quyét
toan thué TNCN niam va ndp tién
thué TNCN cho co quan thué.
-Nha truong hoan tra thué TNCN
d3 khau trir thira trong ndm cho
can bd di uy quyén quyét toan
thué TNCN cho Trudng
To khai
05/KK-TNCN
theo
Budc |Luu hd so: Phong Ké hoach tai TT80/2021)
4 chinh
To khai
05/QTT-TNCN
(TT80/2021)
1.3. Biéu miu cin c6 ciia Quy trinh
TT M3 s6 biéu miu Tén biéu miu
1 |05/KK-TNCN T khai thué TNCN hang thang
2 |05/QTT-TNCN T khai Quyét toan thué TNCN
3 07/DK-NPT-TNCN Ban dang ky nguoi phu thudc
4 BM.KHTC.01 Giay dé nghi dang ky ma s6 thué

TNCN

1.4. HO so lwu




Thoi gian

TT Tén ho so B0 phan luu triv
luu
1 Ho so 1fe khai thue 05 nam | Phong Ké hoach Tai chinh
theo thang
2 HO so quyct toan ke 05 nam | Phong Ké hoach Tai chinh

khai thué TNCN




Phu luc 01

UY BAN NHAN DAN THANH PHO HA NOI
TRUONG PAI HOC THU PO HA NOI

GIAY PE NGHI PANG KY MA SO THUE TNCN

Kinh gtri: Phong Ké hoach Tai chinh

TOItEN 1A: o i DON VI

SO d1en thOal : vvoveeeeeeeeeeeeeeeeeeen, Email: ... e

Noi dung dé nghi: Pang ky ma s6 thué TNCN
(Kem Bén photo Can cudc cong dan)
To61 xin chan thanh cam on

Phong K¢é hoach Tai chinh Ngay thang ndm
Nguoi dé nghi



Phu luc 02

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phtc

TO' KHAI THUE THU NHAP CA NHAN
(Ap dung doi v&i to chirc, cd nhén tra cdc khodn thu nhép ttr tién lrong, tién céng )

[01] Ky tinh thué: Thang...ndm ... /Quy ... ndm ...
[02] Lan dau: [03] BO sung lan thu: ...

[04] TEN NGO NOP thUG:....... e,
[05] M3 s thué: -

[0B] DA Tl . e e
[07] Quan/huyén: ..................... [08] TINh/thANN PRO: v
[09] Dién thoai:.................... [10] FaX:..coovvveeeeeeeennneen, [11] Email: e,

[12] TEN AT IV AU (NEU CO):u oottt
[13] M3 56 thué: -

[14] Hop dOng dai ly thué: SO: c.eveeeeeeeeeeeeeeeeeee, NEAY: correeeeeeriee e e

[15] Phan bd thué do c6 don vi hach todn phu thudc tai dia ban cap tinh khac noi ¢ tru s&
chinh:

Don vi tién: Dbng Viét Nam

M3 &
- . Dorn vi So‘
STT Chi tiéu chi , ngwoi/
n tinh £ oA
tiéu So tien
Tong s6 ngwdi lao dong: [16] Nguwoi
1
Trong d6: C4 nhan cw tri cé hop ddng lao dong [17] Nguwoi
2 | Téng s6 ca nhan da khau trir thué [18]=[19]+[20] [18] | Nguwoi
2.1 | Cdnhancuwtrd [19] Nguwoi
2.2 | Ca nhan khong cuw tru [20] Ngwoi
3 TOng thu nhap chiu thué tra cho ca nhan [21]=[22]+[23] [21] VND
3.1 | Cadnhancuwtra [22] VND
3.2 | Ca nhan khong cw tru [23] VND
Trong d6: TAng thu nhap chiu thué tt tién phi mua bao hiém
3.3 | nhan tho, béo hiém khong bat budc khac clia doanh nghiép [24] | VND
bao hiém khong thanh 1ap tai Viét Nam cho ngwoi lao dong




Trong d6 tong thu nhap chiu thué dwoc mién theo quy

4 i AR 25 VND
dinh cua Ho’p dong dau khi [25]
TOng thu nhap chiu thué tra cho ca nhan thudc dién phai
5 £ . X [26] VND
khau trwr thue [26]=[27]+[28]
5.1 | Cdnhancuwtra [27] VND
5.2 | Ca nhan khong cw tru [28] VND
6 Tong s6 thué thu nhap ca nhan d3 khau trir [29]=[30]+[31] [29] VND
6.1 | Canhancuwtrd [30] VND
6.2 | Ca nhan khong cw tra [31] VND
Trong d6: TOng sb thué thu nhap ca nhan d3 khAu trir trén
tién phi mua bao hiém nhan tho, bao hiém khéng bat budc
6.3 [32] | VND

khac clia doanh nghiép bdo hiém khéng thanh |ap tai Viét
Nam cho ngu&i lao déng

NHAN VIEN DAI LY THUE

T6i cam doan sd liéu khai trén 1a dung va chiu trach nhiém trwdc phap luat vé nhivng sd
liéu d3 khai./.

..., hgay ... thdng ... ném ...

Hovatén:...........oooeeinnne, N PR
Chlrng chi hanh nghé s0:........... ~ NGUOI '}IQP,THUE hoac .
DAI DIEN HO'P PHAP CUA NGU'O'l NOP THUE
(Chi¥ ky, ghi r ho tén; chirc vu va déng dau (néu co)/Ky dién tir)
Ghi ch:

- TO khai nay chi dp dung déi v&i té chirc, cd nhén phdt sinh tré thu nhap tir tién lurong, tién cdng cho
cd nhén trong thdng/quy, khéng phén biét cé phdt sinh khdu trir thué hay khéng phdt sinh khau trip
thué.

- Ky khai thué theo thdng dp dung dbi véi té chirc, cd nhén trd thu nhép cé téng doanh thu bdn hang
héa va cung cép dich vu ctia ndm trurée lién ké trén 50 ty dong hodc trurdng hop to chikc, cd nhén trd
thu nhdp Ira chon khai thué theo thdng.

- Ky khai thué theo quy dp dung déi v&i té chirc, cd nhdn trd thu nhdp cé téng doanh thu bdn hang héa
va cung cép dich vu ctia ndm trude lién ké tur 50 ty dong tré xubng, bao gébm cé té chirc, cd nhdn trd
thu nhdp khéng phdt sinh doanh thu bén hang héa va cung cp dich vu.



Phu luc 03

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI THUE THU NHAP CA NHAN
(Ap dung doi v&i to chirc, cd nhén tré cdc khodn thu nhép ttr tién lwrong, tién céng )

[01] Ky tinh thué: Thang...ndm ... /Quy ... ndm ...

[02] LAn d4u: [03] BG sung lan thir: ...
[04] TEN NGO NOP thUG: ... ..o,
[05] M3 s thué: -
[0B] Dia Chi: . e
[07] Quan/huyén: ..o [08] TINh/thANN PRO: v
[09] Dién thoai:.................... [10] FaX:..ccovuvereeeeeenneen, [11] Email: e,
[12] Ten dai IV thUu@ (NEU CO):. ..o e,
[13] M3 s6 thué: -
[14] Hop dOng dai ly thué: SO: c..eveeeeeeeeeeeeeeeee e, NEAY: woeieeiieeireeee e

[15] Phan bd thué do c6 don vi hach todn phu thudc tai dia ban cap tinh khac noi ¢ tru s&
chinh:

Don vi tién: Dbng Viét Nam

M3 &
- " | Bonvi S0
STT Chi tiéu chi i ngwoi/
n tinh X oA
tiéu So tién
Tong s6 ngwdi lao dong: [16] | Nguwoi
1
Trong d6: Ca nhan cw tru cé hgp dong lao ddng [17] Nguwoi
2 | Téng s6 ca nhan da khau trir thué [18]=[19]+[20] [18] | Nguoi
2.1 | Cdnhancuwtra [19] Nguwoi
2.2 | Ca nhan khong cw tru [20] Nguwoi
3 TOng thu nhap chiu thué tra cho ca nhan [21]=[22]+[23] [21] VND
3.1 | Cadnhancuwtra [22] VND
3.2 | Ca nhan khong cw tru [23] VND




Trong d6: TAng thu nhap chiu thué tt tién phi mua bdo hiém

3.3 | nhan tho, bao hiém khong bat budc khac clia doanh nghiép [24] VND
bao hiém khong thanh 1ap tai Viét Nam cho nguwdi lao ddng
Trong d6 tong thu nhap chju thué dwoec mién theo qu
g | OnECOTONETAT NAER AN ; auy [25] | vND
dinh cua Hop dong dau khi
Tong thu nhap chiu thué tra cho ca nhan thudc dién phai
5 £ X [26] VND
khau trwr thue [26]=[27]+[28]
5.1 | Cdnhancuwtrd [27] VND
5.2 | C4 nhan khong cw tru [28] VND
6 TOng sO thué thu nhap ca nhan d3 khau trir [29]=[30]+[31] [29] VND
6.1 | Cdnhancwtru [30] VND
6.2 | Ca nhan khong cw tru [31] VND
Trong d6: TOng sb thué thu nhap ca nhan d3 khau trir trén
tién phi mua bao hiém nhan tho, bao hiém khéng bat budc
6.3 [32] | VND

khac cia doanh nghiép bdo hiém khéng thanh lap tai Viét
Nam cho ngu®i lao dbng

T6i cam doan sd liéu khai trén 1a dung va chiu trach nhiém trwdc phap luat vé nhivng sd
liéu da khai./.

NHAN VIEN DAI LY THUE

..., hgay ... thdng ... ném ...

Hovatén: .......coooeeveiinnne... N - . .
Chirng chi hanh nghé sb............ ~ NGUOI '}'QP,THUE hoac }
DAI DIEN HOP PHAP cUA NGU'O'l NOP THUE
(ChiF ky, ghi ré ho tén; chirc vu va dong déu (néu cd)/Ky dién tk)
Ghi chu:

- T khai nay chi dp dung ddi véi té chirc, cé nhén phdt sinh trd thu nhdp tir tién ltong, tién céng cho
cd nhén trong thdng/quy, khéng phén biét cé phdt sinh khdu trir thué hay khéng phdt sinh khau troe
thué.

- Ky khai thué theo thdng dp dung dbi v6i té chirc, cd nhén trd thu nhép cd téng doanh thu bdn hang
héa va cung cép dich vu clia ndm trwée lién ké trén 50 ty ddng hodc trurong hop té chirc, cd nhén trd
thu nhép Iwra chon khai thué theo thdng.



- Ky khai thué theo quy Gp dung déi v&i té chirc, cd nhdn trd thu nhdp cé téng doanh thu bdn hang héa
va cung cp dich vu clia ndm trudc lién ké tor 50 ty dong tré xubng, bao gdm cé to chikc, cd nhén trd
thu nhép khéng phdt sinh doanh thu bdn hang héa va cung cp dich vu.



Phu luc 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1dp - Tw do - Hanh phic

BAN PANG KY NGUOI PHU THUQC
[01] Ky tinh thué: Nam.......
[02] Lan dau: [03] B6 sung Dhl'r:

Ho va tén ngudi ngp

Théng tin gidy to clia nguoi Thoi
phu thugc .. diém két
Y 3 R Thoi .
) Loai giay to: Ngay Quan hé didm bt thuc
Ho va tén Mﬁ 0 CMND/CCCD sinh voi diu tinh tinh
TT | ngwoiphu | thué ngwoi / HO nguoi nguwoi . | gidm trir
thudc phu thudc chiéu/GKS S6 gidy tor phu nop %tl;::ltl;: (thang/n
(trwong hop thudc thue ﬁm;g am)
chua c6 MST
NPT)
1
2

T6i cam doan nhing ndi dung ké khai la ding va chiu trach nhiém trudc phap luat vé nhimg noi dung
da khai./.
.., NEAY ... thang ...

CA NHAN CO THU
NHAP
(Chit ky, ghi ro ho tén,
chikc vu va déng dau (néu

c6) / Ky dién tir)



