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1. MUC DPICH

Hudng dan thuc hién cong tac thu hoc phi, 1¢ phi va céc khoan thu khac cua nguoi hoc trén co
s& ing dung cong nghé thong tin tai Truong Dai hoc Khoa hoc tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Pbi twong ap dung

Quy trinh nay duoc 4p dung dé kiém soat cong tac thu hoc phi, 1& phi va céc khoan thu khac

cua ngudi hoc tai Truong DPai hoe Khoa hoc tu nhién, DHQG-HCM.
2.2 Trach nhiém ap dung

Phong Ké& hoach-Tai chinh va toan thé ngudi hoc tai Truong PH KHTN.

3. TAI LIEU VIEN DAN

- Tiéu chudn qudc gia TCVN ISO 21001:2019 va Tiéu chuan qudc té ISO 21001:2018.

- Quy trinh kiém soat thong tin dang van ban (QT.KHTN.01)
- Danh muc tai liéu bén ngoai (BM05S.KHTN)

4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia
Trong quy trinh nay, ngudi duge phéan cong la K¢é toan thanh toan.
4.2 Turviét tat

P.KHTC: Phong Ké hoach-Tai chinh

NDPC: Nguoi duge phan cong

- P.DT: Phong Dao tao

P. SDH: Phong dao tao Sau dai hoc

- P.CTSV: Phong Cong tac sinh vién
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5.2 Noi dung dién giai
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MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU

Budéc 1. Nhan thong bao va dir licu thu:
NDPC nhan thong béo va dir liéu thu tir cac don vi ¢6 lién NDPC
quan (P.DT, P.SDH, P.CTSV, Khoa,...)

Khi phat
sinh

Budc 2. Cap nhat dir liéu thu:
Cép cfr‘véo dir liéu thu, NDPC cédp nhat dir li¢u thu vao | NDPC
phan mém quan ly thu hoc phi, 1¢ phi, cc khoan thu khac.

Khi phat | Phan mém
sinh thu hoc phi

Budc 3. Thue hién thu:

Thu hoc phi, 1& phi va cac khoan thu khac theo thong bao
qua cac kénh ma truong dang trién khai: qua ngan hang,
ViettelPay, VNPay, quét QR...

Budge 3a. Can cir vao s6 tlen hoc phi nguoi hoc thuce dong,
phdn mém s& tu dong xuét héa don theo ngay va glri vao | NDPC
mail ma nguoi hoc da dang ky trude do.

Budc 3b.Trong qua trinh thu, cdc don vi ¢6 lién quan didu
chinh d@ li¢u thu, NDPC cép nhat dir liéu diéu chinh;
ngudi hoc kiém tra va phan hoi thong tin, néu phat hién ¢
sai sot.

Khi phat Chung tur
sinh dién to

Budéc 4. Don chi¢u dir li¢u:
Cin ct s liéu thuc thu vao tai khoan ngén hang cua NDPC Khi phat | Phan mém
trudng, ngudi duge phan cong thu dbi chiéu dir lidu vai sinh thu hoc phi
cac kénh thu ho (ngan hang, ViettelPay, VnPay,...)

Buéc 5. Lap danh sach thu, hach toan:
Lap danh sach cac khoan da thu theo ngay (ndi dung bao Khi phat
NDPC .
gom: ho va tén, ma sinh vién, sé tién da thu, ngay thu) va sinh
hach toan vao phan mém ké toan.

Budc 6. Luu ho so: )
- NDPC luu thong béo thu hoc phi, 1¢ phi va céc khoan thu NDPC it nhat
khéac tir cac don vi khac chuyén sang. 10 ndm

- NDPC luu danh sach thu va chimg tir hach toan.

6. PHU LUC VA BIEU MAU

STT Ky hiéu Tén Phu luc/ Biéu miu

7. GHI CHU

- Thoi han luu trit hd so it nhat 10 nam theo quy dinh cta Ludt Ké toan s6 88/2015/QH13 ngay
20/11/2015.



