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QUY TRINH THANH/ QUYET TOAN

Nguoi soan thao Nguoi kiém tra Nguoi phé duyét

TRAN THI THU LAN NGUYEN DUY NAM NGUYEN DUY NAM

TP. TAI VU HIEU TRUONG HIEU TRUONG




I. Muc dich quy trinh : 03.TV

- Quy dinh thong nhat va cong khai trinh tw, thu tuc thyc hién thanh / quyét
toan, nham thue hién cong tac phéi hop thanh/quyet toan nhanh gon, kip thoi,
dung nguyén tic tai chinh, dap ing yéu cau vé cong tac diéu hanh quan 1y tai
chinh ctia nha truong.

II. Pham vi ap dung

- Quy trinh: 03.TV ap dung d6i voi toan bo cong chire trudng CD nghé KTCN
Viét Nam — Han Quoc, khi thyc hién nhiém vu ¢6 li€n quan cong tac thanh
/quyé€t toan tir nguodn tai chinh ctia nha truong

I11. Tai liéu vién dan

- Cain ¢l vao quyét dinh s6 258/QD- BLDTBXH ngay 15/02/2007 ciia B
truong Bo lao dong — Thuong binh xa ho1 vé vige thanh 18p truong cao dang nghe
KTCN Viét Nam — Han Quoc;

- Cin ctr vao quyét dinh s6 5252/Q/QD.UBND.VX ngay 07 thang 09 nim
2007 va Qb s 65252/ D — UBN ng ay 15/10/2014 ctiia Uy ban nhan dan tinh vé
viéc phé duyét Quy ché vé to chirc & hoat dong cua trudng cao dang nghé KTCN
Viét Nam - Han Quéc;

- Can ¢ ND 6 43 ND- CP va thong tu s6 71/2006 TT-BTC ngay 24 théng
04 nam 2006 cua chinh phu huong dan NP 43 Nb - CP vé quy dinh quyén tyu
chu, tu chiu trach nhiém vé thyc hién nhiém vu, t6 chitc bd may, bién ché va tai
chinh d6i véi don vi su nghiép cong lap;

- Can ctt QDsb 19/200 QD/BTC ngay 30/3/2006,nghi dinh 66/2013 NL
thong tu s6 09/2008 TT.BTC.CPTG, sb 68/2012 TT.BTC,QDMS sb
185/2010.MSXD,s6161/2012TT.BTC.CPKSC , 08/2013 TT.BTC, s6 37/2015
TT.BTC,HPXD,s6 102/2015 TT.BTC va cac thong tu khac cta b tai chinh
huong dan, quy dinh vé ché d0, miu biéu, ché d6 kiém soat chi ngan sach ddi
v6i cac don vi hanh chinh va céc don vi sy nghiép c6 thu;

- Can clr quyét dinh s6 775 ngay 28 thang 08 nam 2014 cua Truong cao
dang nghé KTCN Viét Nam — Qudc vé viéc ban hanh hé théng van ban truong
va quy chi tiéu ndi bd truong.



IV. Tir viét tat: P.TV(Phong Tai vu)

V. Luu d6 (Xem trang 5)

V1. Dac ta luu do (Xem trang 6-8)

VII. Cac miu biéu ( mdu biéu thanh todn ban hanh theo quyét dinh s¢

190D - BTC, thong tw 161,,185 TT-BTC)

TT | TEN CHUNG TU

SOHIEUCT

01 | Bang cham cong

Mau s6: COla-HD

02 | Bang cham cong lam thém gio

Mau so: CO1b-HD

03 | Giay bao lam thém gi¢

Mau s6: COlc-HD

04 | Bang thanh todn tién lwong

Mau s6: C02a-HD

05 | Bang thanh toan thu nhap tang thém

Mau s6: C02b-HD

06 | Bang thanh toan hoc béng (Sinh hoat phi)

Mau so: C03-HD

07 | Bang thanh todn tién thwong

Mau so: C04-HD

08 | Bang thanh todn phu cap

Mau s6: C05-HD

09 | Danh sach chi tién luong va cac khoan thu nhap khac qua

tai khoan c4 nhan

Mau so: C13-HD

10 | Bang ké dé nghi thanh toan

Mau so: C41-HD

11 | Giay di diong

Mau s6: C06-HD

12 | Bang thanh toén tién lam thém gio

Mau so: C07-HD

13 | Hop dong giao khoan cong viéc, san pham

Mau so: C08-HD

14 | Bang thanh toén tién thué ngoai

Mau s6: C09-HD

15 | Bién ban thanh ly hop dong giao khoan

Mau so: C10-HD

16 | Bang ké trich nop cac khoan theo long

Mau so6: Cl11-HD

17 | Bang ké thanh toan cong tac phi

Mau so: C12-HD

18 | Phi€u nhap kho

Mau so: C20-HD

19 | Phiéu xuat kho

Mau so6: C21-HD

20 | Giay bao hong, mat cong cu, dung cu

Mau so: C22-HD

21 | Bién ban kiém ké vat tw, CCu, san phdm hang héa

Mau s6: C23-HD

22 | Bang ké mua hang

Mau so: C24-HD

23 | Bién ban kiém nghiém Vt, Ccu, SP hang héa

Mau s6: C25-HD

24 | Phiéu thu

Mau s6: C30-BB

25 | Phiéu chi

Mau s6: C31-BB

26 | Gidy dé nghi tam ting

Mau s6: C32-HD

27 | Gidy thanh toan tam tng

Mau s6: C33-BB

28 | Bién ban kiém ké quy (VN dong)

Mau s6: C34-HD




29

Bién ban kiém ké quy (Vang, bac, kim khi quy, d4 quy)

Mau s6: C35-HD

30 | Gidy dé nghi thanh todn Mau s6: C37-HD
31 | Bién lai thu tién Mau s6: C38-BB
32 | Bang ké chi tién cho ngtroi tham du hoi thao, tap huén. Mau s6: C40a-HD
33 | Bién ban giao nhan TSCD Mau s6: C50-HD
34 | Bién ban thanh 1y TSCD Mau s6: C51-HD
35 | Bién ban danh gia lai TSCD Mau s6: C52-HD
36 | Bién ban kiém ké TSCD Mau s6: C53-HD
38 | Bién ban giao nhan TSCD stra chira 16n hoan thanh Mau s6: C54-HD
39 | Bién ban nghiém thu, ban giao dua vao st dung Mau s6: C54-HD
40 | Bang tinh hao mon TSCD Mau s6: C55a-HD

41

Bang tinh va phan b6 khau hao TSCD

Mau s6: C55b-HD

42 | Héa don GTGT Mau s6: O01GTKT-3LL
43 | Hoa don ban hang thong thong Mau s6: 02GTGT-3LL
44 | Bang ké thu mua hang héa mua vao khong c6 hdéa don Mau s6: 04 GTGT
45 | Phi€u nhap kho Mau s6 : C20 - HD
46 | Phiéu xuat kho Mau s6:21-HD
47 | Gidy bao hong, bao mit cong cu, dung cu Mau s6:22-HD

48

Phiéu xuit kho kiém van chuyén noi bo

Mau so6: 03PXK-3LL

49

Phi€u xuat kho hang gui dai 1y

MAu s6: 04HDL-3LL

50 | Hop dong mua , ban san pham hang héa, dich vu Theo TT09, TT

68,TT185,BTC
51 | Bi én ban nghiém thu, thanh 1y san pham hang hoa Theo TTO09, TT

68,TT185,BTC
52 | Vécau duong, vé tau, vé xe,vé tau Nb 19 .BTC
53 | Gidy xac nhan hang vién trg khong hoan lai Nb 19 .BTC
54 | Bang ké chung tir goc gti nha tai trg Nb 19 .BTC
55 | Dé nghi ghi thu - ghi chi ngan sach tién, hang vién trg Nb 19 .BTC
56 | Hoéa don ban le Nb 19 .BTC
57 | Gidy chiing nhan nghi 6m huéng BHXH. ND 19 .BTC




QUY TRINH THANH QUYET TOAN

Tap hop chung tur

Xt 1y chimg tir

Luu ching tor
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TT Cong viéc Ai Khi nao ¢ diu/thoi gian Cach lam Bing chitng
5.1 | Tap hop minh | -Nguoi co nhu | - B mon, -Tai bd mon, - Tap hop cac minh chiung | - C6 @i minh chimg(
chung cau thanh toan | phong, khoa phong, khoa cong viéc da hoan thanh | theo quy trinh cong vi
va lanh dao don | phat sinh nhu &c)
Vi cau
5.2 | Giay xin thanh | -Ngudi c6nhu | C6 di minh - Tai bo mon, - Lap gidy xin thanh toan - Giay xin thanh toan da
toan cau va lanh dao ching phong, khoa theo mau quy dinh dugc phé duyét
don vi
5.3 | Tiép nhan HS, |-Ké toan thanh | - Khingudicod |- Tai phong Tai - Tiép nhan ho so - H6 so da hoan thi én
xtr 1y ho so toan nhu cau dén vu - Kiém S04t hd so
thanh toan - Thoi gian :01 - Hu6ng dan hoan thién ho
ngay SO
5.4 Thiét lap - Ké toan thanh | - Ho so dd hoan | -Tai phong tai vu | - Lap chung tir thanh toén - Phiéu chi, iy nhiém
ching trké | toan thién - Thoi gian: 01 - Trinh duyét ho so
toan ngay
5.5 Xétduyéthd | - Ké todn trudng | - Ké toan thanh | - Tai phong tai vu | - Kiém tra tinh phap Iy ho | - Ho so da ky duyét
SO toan trinh hd so | - Thoi gian :01 SO
ngay - Ky duyét ho so
- Chuyén trinh ky Hiéu
trudng
5.6 Xét duyét - Hiu truéng Ho so da duogc - Tai phong Hiéu | - Kiém tra hd so
chi Hiéu truéng truong - Ky duyét chi - Ky duyét chi
duyét chi - Thoi gian: 01
ngay
5.7 | Phan loai ho - Ké toan thanh | - Ho so da - Tai phong tai vu | - Tap hop ho so chi tra - Ho so d hoan thién
SO toan hoan thién dong | - Thoi gian :01 chuyén khoan dong dau
dau ngay - Tép hop ho so chi tra tién | - Thi quy ky giao nhan

mat

ho so tién mat




TT Cong viéc Ai Khi nao 6 dau/thoi gian Cach lam Bing chirng
5.8 | Chi tién mat -Thu quy Ho so di duoc - Tai phong Tai - Chi tra tién mit theo ho so | - HO so di c6 chit
duyét chi vu ky cua nguoi nhan
- Thoi gian khi tién va Thu quy
tiép nhan ho so
5.9 | Chuyén khoan |- Ké toan thanh |- Hoan thién - Tai KB,NH noi | - Nhan chiing tir tai phong | - Gidy rut duy toan,
qua hé théng | todn dong ddu ho so | giao dich Hiéu truéng chuyén KB, NH | iy nhiém chi di c6
kho bac, ngan chuyén khoan - Thoi gian : 02 xéac nhan chuyén
hang ngay cua NH,KB
5.10 | Xt 1y phan hoi | - Ké toan thanh | - Nhan duoc - Tai KB,NH no1 | - Xt ly cac ndi dung phan - KB,NH chap
NH,KB toan thong bdo phan | giao dich hoi cia KB,NH nhan két qua xu ly
hoi cia NH,KB | - Thoi gian : 01 phan hoi
ngay
511 | Hoanthién ’ - Ho so d3 giai - Hoan thién chung tu Ho so du diéu kién
CT d4 giai - Ké toan thanh | ngan tai KB,NH | - Thoi gian: 05 - Hoan thién ddi chiéu quyét toan
ngan toan ngay -
512 | Lap bang ké - K& toan truéng | - HO so du diéu | - Tai phong Tai - Ghi s0 chung tur - Bang ké chung tur
quyét toan kién quyét toan | vu ghi s6
- Thoti gian: 05
ngay
5.13 | Xac dinh hoat | - Ké toan truong | HO so da diéu | - Tai phong Tai - Can d6i so sach ké toan - Hoan thién s6
dong thu, chi kién quyét toan | vu - Lap cac biéu béao cao ké sach bao cao quyét
- Thoi gian: 10 toan toan
ngay
5.14 | Thiét lap so - Ké toan truong | - Ching tir da - Tai phong Tai - Hach toan,Két chuyén - Béo céo hoat
sach bao cao hoan thién quy | vu chénh 1éch thu, chi dong thu, chi
quyét toan trinh quyét toan | - Thoi gian: 03

ngay




5.15 | Luu trit hod - Ké toan truong | - Chung tir da - Tai phong Tai - Sap xép chimg tir va dong | - HO so,chung tir
s0, ching tur - Phong tai vy hoan thién quy | vu luu ching tur dugc dong thanh
trinh quyét toan | - Thoi gian: 10 quyén

ngay







Phu luc 1. Quy dinh ciia BTC vé chitng tir ké toan ( Minh ching)
1- Chung tir ké toan 1a nhiing gidy to va vat mang tin phan anh nghiép vu
kinh té, tai chinh phat sinh da hoan thanh. Chimg tir ké toan phai ¢ cac ndi dung chu
yéu sau day:

- Tén va s hiéu cua ching tur ké toén;
- Ngay, thang, nim 1ap ching tir ké toan;
- Tén, dia chi ctia don vi hodc ¢4 nhan 1ap chung tu ké toan;
- Noi dung nghiép vu kinh té, tai chinh phat sinh;
-S6 luong, don gia va s6 tién cua nghi¢p vu kinh té, tai chinh ghi béng $0; téng
s tién cuia ching tir ké toan dung dé thu, chi tién ghi bang sé va bang chir;
- Chir ky, ho va tén ctia ngudi 1ap, nguoi duyét va nhitng ngudi c¢é lién quan dén
chtmng tir ké toan.
* Ngoai nhitng néi dung chii yéu ciia chiing tir ké todn néu trén,
chitng tir ké todn c6 thé cé thém nhitng ndi dung khdc ¢6 lién quan
theo tung loai churng tu.

2. Céc hoat dong kinh té, tai chinh phat sinh déu phai 1ap chung tir ké toan.
Chung tu ké toan chi duoc 1ap mdt lan cho mdi nghiép vu kinh té, tai
chinh.

3. Chumng tir ké toan phai duoc 13p 16 rang, day du, kip thoi, chinh xac theo
ndi dung quy dinh trén mau.

4. N6i dung nghiép vu kinh té, tai chinh trén chimg tir ké toan khong dwec
viét tit, khéng dwoc tdy xéa, siva chita;, s6 va chiv viét phdi lién tuc,
khéng ngit quing, ché trong phdi gach chéo; chirng tir bi tdy x0a,
siva chita déu khéng cé gid tri thanh todn va ghi sé ké todn. Khi viét
sai vao mau chung tir ké toan thi phai huy bo bang cach gach chéo vao
chtng tir viét sai.

5. Chumng tir ké toan phai c6 du chit ky. Chit ky trén chimg tir ké toan phai
dugc ky bang but muc xanh. Khong duoc ky ching tir ké toan bang
muc d6 hodc dong dau chir ky khic sdn. Chit ky trén chimg tir ké toan
ctia mot ngudi phai thdng nhat.

6. Chit ky trén chimg tir ké toan phai do ngudi c6 tham quyén hodc nguoi

duoc uy quyén ky. Nghiém cam ky ching tir ké toan khi chua ghi ¢ ndi dung
chung tur thudc trach nhi¢m ctia nguoi ky.



Phu luc II. Mt s6 quy trinh chirng tir

TT Noi dung thanh toan MAu biéu thuc hién Ghi
chu
- Bang cham cong
1 | Tién luong, cac khoan phu | - Bang ké tinh tién luong

cap theo luong

- Bang tinh thué TNCN giam trix( néu co)
- Bang ké thuyét minh tdng gidm va minh ching
tdng gidm

Céc khoan trich ndp theo
luong, KPCD)

- Bang ké trich % BH theo luong phai nop
- Bang do6i chiéu hang quy
- Phé duyét mirc dong gdp cong doan

Ché d6 6m dau, thai san

- Ho so d3 duge bao hiém xac nhan ché do
- Giady d¢€ nghi thanh toan

Hoc béng hoc sinh

- Quyét dinh ph€ duyét Hiu truong
- Bang ké tong hop tinh hoc bong
- Danh sdch hoc sinh ky nhan theo khoa

Thanh toan cong tac phi

- Giay dé nghi thanh toan

- Bang ké thanh toan

- Cong vin cir di cong tac va gidy moi, gidy triéu
tap hoi nghi duoc BGH duyét( Ban gdc)

- Chu truong dugec BGH phé duyét

- Gidy di duong

- Hoa don, phiéu thu va chimg tir hop 1, hop phap
theo quy dinh cta nha nudc d6i v6i khoan thanh
toan

10

HO6 trg CB,GV di hoc

- Giay dé nghi thanh toan

- Quyét dinh ctr di hoc ctia nha trudong

- Théng bao thoi han hoc

- B4o céo két qua hoc tap duoc duyét

- Gidy dé nghi thanh toan( CP theo QCNB)

13

Mua sam vat tu, tai san ,
vat tu, dich vu

G6i thau < 10 triéu

- Gidy d& nghi thanh toan

- Pé xuét va du tri mua sam dugc duyét

- Phiéu trinh duyét gia( kém theo bao gia tdi
thiéu ctia 3 don vi

- Héa don GTGT

- Bang ké giao nhan vat tu, van phong pham
- Phiéu xuat nhap kho tang giam dung cu




18 - Giéy dé nghi thanh toan

Péi voi goi thau nho, can bo | - Glay bao hong TSCD, cong cu, dung cu

nha truong lam duoc - Dé xuét va du tri mua sim duogc duyét

- Phiéu trinh duyét gia( kém theo bao gia tbi thiéu
cua 3 don vi

- Héa don gia tri gia tang

- Bang ké giao nhan vat tu, dung cu

- Nghiém thu ban giao dua vao st dung

-Bang ké cham cong 1am viéc ngoai gid

- Gidy dé nghi thanh toan

19 | Stra chira thuong xuyén - Gidy bao hong tai san, cong cu, dung cu
- Pé xuit va dy tru tong hop sita chita duoc duyét
Goi thau < 20 triéu - Phiéu trinh duyét gia( kém theo bao gia t6i thiéu
Thué cac don vi c6 tu cach | cia 3 don vi
phap nhan - Hop dong, bién ban NT ban giao, thanh 1y, hoa
don GTGT

- Giay dé nghi thanh toan

26 | L& tan khanh tiét ( tiép | - D& xuat, dy tri dugc phé duyét

khach, tiép chuyén gia - Danh sach khach moi

- Quyét dinh phé duyét mirc chi

- Hoa don gia tri gia tang

- Hop ddng, nghiém thu thanh 1y ( Néu c0)

Cha y: Poi véi mét sé6 nghiép vu cé tinh chat dic thit riéng hodc méot sé6 mdau
biéu co bo sung, svwra doi theo ludt kiém sodt chi hién hanh, thi phong tai vu va nguwoi
thanh toan co trach nhiém phoi hop hoan thién cdac bo sung, swa doi.







