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1. MUC PICH

Hudng dan thuc hién cdng tac quyét toan thué thu nhap ca nhan tai Truong Dai hoc Khoa hoc
tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Poi twong ap dung

Quy trinh nay dp dung dé klem so4t cong tac quyét toan thué thu nhap ca nhan ddi véi cac ca
nhan ¢6 thu nhap tir tién luong va tién cong tai Trudng Dai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung
Phong K& hoach - Tai chinh.
3. TAI LIEU VIEN DAN
- Tiéu chuin quéc gia TCVN ISO 21001:2019 va Tiéu chuén quéc té ISO 21001:2018.
- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01)
- Danh muc tai liéu bén.ngoai (BM05.KHTN)
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

- DAi véi cac ca nhén chi ¢6 thu nhap chiu thué tai truong va thuc té tai thoi dlem quyét toan
thué thu nhap ca nhan dang lam viéc tai truong. Cac ca nhan lap gidy Gy quyén theo mau
08/UQ-QTT-TNCN cham nhét 45 ngay ké tir ngay két thiic nam duong lich.

- Déi véi céc ca nhan ¢ thu nhap tir 2 noi trg 1én thi phai tu ké khai, quyét toan thué TNCN.
Lién h¢ P.KH-TC dé nhan gidy xac nhan thu nhdp, chuang tur khéu trir thué va cé nhan ty
quyét toan véi co quan thué chdm nhat 90 ngay ké tir ngay két thic nam duong lich.

4.2 Tirviét tat

- P.KHTC: Phong K& hoach - Tai chinh
- NDPC: Nguoi dugc phan cong

- VC-NLD: Vién chuc, nguoi lao dong
- TNCN: Thu nhép ca nhan

- QTT: Quyét toan thué

- UNC: Uy nhiém chi

- GTGC: Giam trir gia canh

- NPT: Nguoi phu thude
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5. NOI DUNG
5.1 Lwu dd

< 1. Xirly sb ligu >

A

2. Gui thong bao

A

Dong y

3. Kiém tra, doi chiéu

4. Nop thué TNCN nam

A 4

5. Nhap sb liéu quyét toan thué TNCN nam

A

Dong y

6. Phé duyét to khai QTT

7. Nop to khai QTT TNCN dén co quan thué

A 4

<8.ho@ thong bo két qua va lu hD

5.2 Noi dung dién giai

TRACH

THOI

MO TA CAC BUOC THUC HIEN NHIEM GIAN BIEU MAU
Buoce 1. X ly s0 liéu: Tudn diu Phin mém
Can ¢t vao dit liéu chi tra thu nhap hang thang cho VC- NDPC tien cda udn IV thu
NLD, ké toan thué kiém tra, ra soat xtr 1y so liéu thué quy ké tidp 4 nhéyp
TNCN ndm :
Budc 2. Guri thong bao: x
Tir div liéu phan mﬁm quan ly thu nhap VC-NLD, ké toan NDPC | nea I\I\jllgz 823;3&
thué gui bang ké thu nhép nam, s6 thué phai ndp trong £ay Mau 05-3/BK
ndm qua dia chi email dén tat ca VC-NLD. au e
Bude 3. Kiém tra, doi chiéu:
VC-NLD ra soat, kiém tra déi chléu cac khoan thu nhap
trong nam, giam truor gia canh, s& nguoi phu thuge. Trong VC-NLD | tudn

truong hop khong ding VC-NLD phan hoi lai phong KH-
TC, ké toan thué kiém tra, diéu chinh, cap nhat dit li¢u va
gui lai bang ké thu nhép ndm.
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Budéc 4. Nop thué TNCN niam: ’ Theo hud
VC-NLD ndp thué TNCN nam tryc tiép tai Phong KH- | VC-NLD | 2 tuan e‘;:“"“g
TC hodc ndp chuyén khoan qua tai khoan ngéan hang. an
Budc 5. Nhap sb li¢u quyét todn thué TNCN nam:
Tu so6 liéu thué TNCN nam, k§ toan thué nhap so liéu Miu 05
VC-NLD, NLD ngoai trudng, sé ngudi phu thude vao T Lo
. £ . £ - n 2 A x . Mau 05-1/BK
khai quyé¢t toan thu¢ TNCN nam trén phan mém Ho trg | NDPC 1 ngay x
A % ' X . % Mau 05-2/BK
ké khai thu¢ (HTKK) cua co quan thué. In T khai thué Mau 05-3/BK
QTT TNCN theo nam va két xuit ra file (XML) luu dé au o
g0i co quan thué.
Budc 6: Phé duyét to khai QTT:
Ké toan trudng, Hi¢u truong phé duyét to khai QTT. Hi¢u
Trong truong hop to khai QTT c6 sai sot, khong duoc | truong; 1-3 nea
phé duyét, ké toan thué kiém tra, diéu chinh, két xuat file | Ké toan £ay
(.XML) va in lai To khai thué QTT TNCN nam mai dé truong

trinh phé duyeét.

Budéc 7. Nop to khai QTT TNCN dén co' quan thué:

toi da 90 ngay

qua cua co quan thug.

Pang nhdp vao website http:/thuedientu.gdt.gov.vn dé | NDPC sau khi két
00 & khai QTT TNCN - 05/QTT-TNCN. fhie nam i
Budce 8. Nhan thong bao két qua va luu ho so: Ty
K¢ toan thué nhan két qua tir co quan thué; luu to khai Nha; 13<et qua
QTT TNCN nam (05/QTT-TNCN; 05-1_BK-TNCN; 05- | NBPC Sli‘il . S“ffgl
2 BK-TNCN; 05-3_BK-TNCN) va cdc thong bao ket thiéu 10 nam

6. PHU LUC VA BIEU MAU

STT | Ky hiéu

Tén Phu luc/ Biéu miu

1 Mau 05

Té khai quyét toan thué TNCN. MAu 05/QTT-TNCN (05-1 BK-TNCN;
05-2 BK-TNCN; 05-3_BK-TNCN) theo Thong tu 80/2021/TT-BTC.

2 Mau 05-1/BK (Mau 05-1/BK-TNCN)

Bang ké chi tiét ca nhan thudc dién tinh thué theo biéu liiy tién toan phan

3| Mau05-2/BK | iz 05-2/BK-TNCN)

Bang ké chi tiét ca nhan thudc dién tinh thué theo thué sut toan phan

4 Mau 05-3/BK

Bang ké chi tiét nguoi phu thude giam trir gia canh (Mau 05-3/BK-TNCN)

7. GHI CHU

I. Thoi han luu trit hd so it nhat 10 nam theo quy dinh ctia Ludt Ké todn s6 88/2015/QHI13.




