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1. MUC PiCH

Hudéng dan thuc hién cong tac thanh toan tam ung kinh phi hoat dong cho vién chirc, nguoi

lao dong tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.
2. PHAM VI AP DUNG
2.1 P6i twong ap dung

Quy trinh nay duoc ap dung dé kiém soat cong tac thanh toan tam ung kinh phi hoat dong cho
vién chirc, ngudi lao dong tai Truong Dai hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung

Phong K& hoach - Tai chinh va céc vién chire, ngudi lao dong tai Truong DPH KHTN.

3. TAI LIEU VIEN DAN

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

- Quy trinh kiém soat théng tin dang van ban (QT.KHTN.01)
- Danh muc tai li¢u bén ngoai (BM05.KHTN)

4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

Trong quy trinh nay, nguoi duogce phan cong la Ké toan thanh toan.

4.2 Tirviét tat

P.KHTC: Phong K& hoach - Tai chinh
- VC-NLD: Vién chure, nguoi lao dong
- NDPC: Nguoi dugce phén cong

- P.DT: Phong Dao tao

- P. SBH: Phong dao tao Sau dai hoc

P. CTSV: Phong Cong tac sinh vién
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5.2 Nbi dung dién giai

MO TA CAC BUGC THUC HIEN

TRACH
NHIEM

THOI
GIAN

BIEU MAU

Budc 1. Giri dé nghi tam ing

VC-NLD cén tam tng kinh phi dé t6 chirc hdi nghi, hoi
théo, to chirc chuong trinh, c¢ong tac phi,... gui chimg tir
dé nghi tam tng vé P. KHTC, bao gbm:

- Ké hoach thuc hién da duoc truong don vi ky (déi véi
Hoi nghi hdi thao);

- Du tru kinh phi chi tiét;

- Giay dé nghi tam (mg theo mau C42-HD;

- Cac chtng tir khéc lién quan dén hoat dong

Nguoi
dé nghi
tam Ung

Trudc thoi

gian dién ra

hoat dong 10
ngay

Mau C42-HD

Budéc 2. Tiép nhan va kiém tra ho so

KTTT tiép nhan, kiém tra va hoan thién ching tir trude khi
trinh ky. Yéu cau nguoi dé nghi tam tng chinh sira, b6 sung
chimng tir theo ding quy dinh (néu c6).

KTTT

2-3 ngay

Budc 3. Trinh ky o
KTTT lap phieu chi (dinh kém giay d¢ nghi tam Ung, du tru
kinh phi va b chung tir tam Ung) trinh KTT va HT duyét.

KTTT

1 ngay

Mau C41-BB

Budc 4. Phé duyét ) o
KTT, HT ky duyét trén phi€u chi, gidy dé nghi tam Ung, du
tru kinh phi (cé dinh kém bd ching tir tam Ung)

KTT,
HT

1 ngay

Mau C42-HD
Mau C41-BB

Bude 5. Chi tam ing o
KTTT chuyén bd chung tir tam Ung sang Thu quy dé tién
hanh chi tién mat cho nguoi dé nghi tam Gng.

Thu quy

1 ngay

Mau C41-BB

Budc 6. Thanh toan tam ing

Sau khi két thiic hoat dong toi da 15 ngay, nguoi dé nghi
tam Ung lap bo chung tir thanh toan tam tGng vé P. KHTC,
bao gém:

- Giéy dé nghi thanh toan;

- Hoa don tai chinh;

- Bang thanh toan thu lao (néu co);

- Cac ching tir goe lién quan dén hoat dong.

Nguoi
dé nghi
tam ung

Téi da 15
ngay sau khi
két thuc hoat

dong

Mau C43-BB

Budc 7. Tiép nhin va kiém tra hd so

KTTT tiép nhén, kiém tra va hoan thién ching tur trudc
khi trinh ky. Yéu cau nguoi dé nghi tam tng chinh stra, bd
sung chimng tir theo dung quy dinh (néu c6).

KTTT

2-3 ngay

Mau C43-BB

Budc 8. Trinh ky

- Néu s6 tién thanh toan bang vdi s6 tién tam ung: KTTT lap
gidy thanh toan tam (mg theo mau va trinh ky;

- Néu sb tién thanh toan thip hon hodc cao hon sé tién
tam ung: KTTT lap phiéu thu dé thu hdi sd tién da tam
ang; l4p phiéu chi thanh toan sé tién thuc té theo ching tir
va trinh ky.

KTTT

1 ngay

Mau C42-HD
Mau C40-BB
Mau C41-BB

Budce 9. Phé duyét ) , )
KTT, HT ky phé duyét trén Phicu thu, Phicu chi, hodc Giay
thanh toan tam ung (c6 dinh kem b chung tu thanh toan)

KTT,
HT

1 ngay

Mau C42-HD
Mau C40-BB
Mau C41-BB
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Budc 10. Thanh todn tam tng va luu ho so
- Neu s6 tien thanh todn bang v&i so tién tam ng: KTTT
hoan tat ho so thanh toan va luu hé so;
- I:Ieu SO At.len Ehaq}g toa~n thap"hon 0 tlf:n tam ung: ThAu KTTT, Ijuu trAu Miu C40-BB
quy thu hoi phén tien da tam mg con lai, KTTT hoan tat Tha qu? toi thiéu ~
ho S0 th,an}} toan va luu ho so; o Y110 nam Mau C41-BB
- Néu s0 tien thanh todn cao hon so tién tam ng: Thu quy
chi thém phan tién con chénh léch, KTTT hoan tat ho so
thanh toan va luu ho so.

6. PHU LUC VA BIEU MAU
STT Ky hiéu Tén Phu luc/ Biéu miu

1 Mau C42-HD | Gidy dé nghi tam (mg (Mau C42-HD)

2 Mau C41-BB | Phiéu chi (Mau C41-BB)

3 | Maiu C43-BB | Gidy thanh toan tam Gmg (Mau C43-BB)

4 Mau C40-BB | Phiéu thu (Mau C40-BB)

7. GHI CHU

- Thoi han luu trir hd so it nhat 10 nam theo quy dinh cta Luat Ké toan s 88/2015/QH13 ngay

20/11/2015.




