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de duoc huang d~n, giai dap cu the (c6 the giri cau hoi v~ dia chi email:
phongkhtcdhdongnai@gmail.com.

2. V~ nQidung tbu, nguei quan ly tbu, hinh tlnrc tbu

NQidung tbu NgU'mquan ly tbu Hinb tlnrc tbu

2.1. Thu h9Cphi chinh quy; h9Cphi lien Co Vii Thi Huyen Trang. - Sinh vien, h9C
thong, van b~ng 2, vira h9Cvira him; thu Dien thoai lien h~ vien, cac dan vi, t6
vien; v~ sinh; ky nang song. 0865.797.938 clnrc, ca nhan nop

2.2. Thu tien hoc lai, thi lai, h9C cai Co Nguyen Thi Tra Giang. ti~n/chuyen khoan

thien, h9C phi cac lap b6i duong ngan van tai khoan ngan
Dien thoai lien h~ hang cua Truonghan (tin h9C,ngoai ngir, ... ). 0916.516.290 D'.lihoc D6ng Nai.

2.3. Thu tien a ky tuc xa; tien dien, mroc Co Pham Thi Mai Hieu. - S6 tien tung
ky tuc xa; ti~n v~ sinh lap hoc; ti~n can Dien thoai lien h~ khoan thu, s6 tai
tin; giu xe sinh vien; thue hoi tnrong; 0987.771.077 khoan ngan hang
thue phong hQc; thue ATM, Tr~m BTS thee thong bao cua
Viettel; ti~n bao hiem y t~ b~t buoc; bao TruOngD~i hQc
hiem tv nguy~n (bao hi~m tai n~n); tai D6ng Nai
trQ';cac khoan thu khac.

1 ., , , ,
II. VE THU TVC, QUY TRINH THANH TOAN KINH PHI
1.V~ ti~p nh~n chUng tir thanh toan

NQidung Ngtrm ti~p nb~n Sa di~n tbo~i

1.1. Tiep nh~n chUng ill thanh toan tien luang, Nguy€n Thi Tra Giang 0916.516.290
ti~n cong, du gia, ti~n hQ'Pd6ng gifmgd'.lY,ti~n
luang nghi 6m dau, thai san, tai n'.ln thee ch€
do bao hi~m xii hoi chi tra thay luang.

1.2. Tiep nh~n ho sO'thanh toan kinh phi chi Tran Thi Thu Trang 0942.045.305
ho~t dong.

1.3. Tiep nh~n ho sO'thanh toan kinh phi xay Vii Thi Huyen Trang 0935.045.218
d\lng cO'ban, kinh phi khi~m thinh (kinh phi
cong doan cO'sa kiem nhi~m).

1.4. Tiep nh~n ho sO'thanh toan bao hiem tv Ph~m Thi Mai Hi~u 0987.771.077
nguy~n (ke ca vien chilc, sinh vien).

LU'uV: NguOi de nghi thanh toanphai th/fc hiin dung trinh tlf va n9P day du h6 sa
(chung tit, h6a dan, tai liiu) thea n9i dung nhu Ml,lcIII va Ml,lCIV van ban nay.

2. V~ tbm b~n tbanh toan
Sau khi ti€p nh~n dfiy du chUng illhQ'Pphap, hQ'Pl~, trong tbm gian 10 ngay lam

vi~c, Phong K~ ho~ch - Tai chinh c6 trach nhi~m tham muu Hi~u truang duy~t chi tra
kinh phi cho cac ca nhan, t6 chuc thee quy dinh cua Lu~t Ngan sach Nha nuac.

III. vE HO SO, THiJ TVC T~M UNG KINH pHi vA THANH ToAN T~M
UNG KINH pHi:
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NQidung Quy trinh va Chung til' tam u-ng, thanh toan kern theo

1. Di cong tac

BU'O'c1: Nguoi d€ nghi tam irng l~p b9 chimg ill giri v€ Phong KHTC
g6m:

- Quyet dinh/Van ban cu di cong tac;
- DlJ tru kinh phi cho doan/ca nhan di cong tac (mfru);
- Gifiyd€ nghi tam irng thee mdu C42-HD.
BU'O'c2: Ke toan thanh toan tiep nhan va ki~m tra h6 sa (Tra lai nguoi

1.1. T~m d€ nghi tarn irng neu khong/chira dung quy dinh),

BU'O'c3: Ke toan tnrong Icy duyet tren Giay d€ nghi tam img; Phong
nng KHTC trinh Hieu tnrong phe duyet.

BU'O'c4: Ke toan thanh toan l~p phieu chi tien mat; Thu quy chi tiSn
mat cho nguoi dSnghi tam (mg.

Truong hop tam irng b~ng chuyen khoan, ke toan thanh toan l~p uy
nhi~m chi ngan hang chuy~n ti€n t~m ung vao tai khoan ngan hang cua ca
nhan nguai t~m ung kinh phi

ThOi gian giai quy~t t~m nng: 2 ngay lam vi~c k~ til' ngay nh~n ha
SO' t~m Ung hQ'Pl~

Thanh toan t~m Ung: Trong thai gian 7 ngay (cong tac trong nuac)
ho~c 15 ngay (cong tac nuac ngoai) k~ ill ngay doan/ca nhan di cong tac
vS, nguai/b9 ph~n dS nghi t~m (mg phiti chuy~n h6 sa thanh toan cho
PhongKHTC.

Ha SO' thanh toan gam:

- GifiydS nghi thanh toan (mfru);
- Bang ke chung ill thanh toan t~ (mg (mfru);
- Cac ch(mg tu g6c kern thee:

1.2. Thanh + Ti€n di l~i: H6a dan taxi; h6a dan mua ve tim hoa, h6a dan ve may
toan t~m bay; ve xe buYtc6 ghi s~nm~nh gia, the len tim hoa, the len tau bay;

nng + TiSn thue ch6 a: H6a dan thue phong nghi. Truang hqp di cong tac
rna khong c6 h6a dan se thanh toan bing hinh thuc khoan chi thee dinh
muc quy dinh t~i quy che chi tieu n9i b9.

+Quyet dinh/van ban cu di cong taco

+ Gifiy di duang c6 d6ng dfiu xac nh~n nai di, nai den; c6 d~y du chfr
Icy cua nguai di cong tac, Ph\l trach b9 ph~n.

Phong K~ho~ch - Tai chinh:
- Can cu vao cac chUng til tren, kS toan thanh toan l~p phiSu chi them

(neu s6 tiSn da t~m (mg nho han s6 tiSn duQ'cthanh toan) ho~c thu l~i tiSn
da t~m (mg (neu s6 thanh toan nho han s6 ti€n da t~m ung).
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- Truong hop tam img bang tai khoan ngan hang, ke toan thanh toan l~p
uy nhiem chi them (neu s6 ti~n da: tam irng nho han s6 ti~n duoc thanh
toan) hoac l~p phieu thu h6i lai ti~n da: tam irng bang ti~n m~t (neu s6 ti~n
thanh toan nho han s6 tien da:tam irng),

Thifi gian giiii quyit: 10 ngay lam vifc kJ tic ngay nh~n h6 sa thanh
todn h(lp If.

2. Thuc hi~n hoat dQng khac theo clnrc nang cua cac don vi

B1f(YC1: Ngiroi d~ nghi tarn irng l~p bQ clnrng ill gui v~ Phong KHTC,
gam:

- Ke hoach thuc hien da:duoc Ban Giarn hieu duyet;

- DV tru kinh phi hoat dong chi tiet: Tuy vao nQi dung hoat dQng, cac
dan vi l~p du tru kinh phi phu hQl);

- Gifry d~ nghi t~m ung thee mdu C42-HD.

B1f(YC2: Ke toan thanh toan tiep nh~n va ki~m tra h6 sO'(Tn't l~i nguai
2.1. T~m d~ nghi t~m ll'ng neu khanglchua dUng quy dinh).
ll'ng BU'O'c3: Ke tmin truang kY duy~t tren Gifry d~ nghi t~m ll'ng; Phong

KHTC trinh Hi~u truang phe duy~t.

BU'O'c4: Ke toan thanh toan l~p phieu chi ti~n m~t; Thu quy chi ti~n
m~t cho nguai d~ nghi t~ ll'ng.

TrU'Ong hQ1>t~m ll'ng b~ng chuy~n khoim, ke toan thanh toan l~p uy
nhi~m chi chuy~n ti~n t~m ll'ng vao tM khoim ngan hang ca nhan ngum
t~m ung kinh phi.

Thifi gian giiii quyit t{lm ling: 2 ngay lam vifc kJ tic ngay nh~n h6 s(/
t{lm ling h(1pIf

Thanh to an t~m ll'ng: Trong thai gian 7 ngay k~ ill ngay ket thuc ho~t
dQng, nguailbQ ph~n d~ nghi t~m ll'ng phai chuy~n h6 sO'cho Phong KHTC
lam thu wc thanh toan

HA sO'thanh to an gAm:

- Gi~y d~ nghi thanh toan (m~u);

2.2. Thanh - Bao gia hang hoa, dich V\l;

toan t~m - Bang ke chung ill d~ nghi thanh toan t~m ll'ng (m~u);

ll'ng - Cac chll'ng ill, hoa dan (ban g6c) lien quan den ho~t dQng.

- Neu chi tra kinh phi cho nguai ngoai truOng ill 2.000.000 d6ng tra len
thi phai khfru trir thue TNCN thee quy dinh: Kh~u trir 10% (d6i vcri ca
nhan cu tm) va 20% (d6i vcri ca nhan khong cu tm), d6ng thai phai ghi ra
rna: s6 thue TNCN va s6 din cucrc cong dan cua nguai bi khfru trir.

Phong K~ hoach - Titi chinh:

Ke toan thanh toan l~p phieu chi them (neu s6 t~m ung nh6 han s6
dUQ'cthanh toanl ho~c phieu thu h6i ti~n t~m ll'ng (neu s6 thanh toan nh6



5

han s6 ti€n dfftarn irng),

Thai gian giiii quylt: 10 ngay lam vifc ki tir ngay nh~n h6 sa thanh
totin h(1p If.

IV. vt HO SO, THU TVC THANH ToAN KINH PHi HO~ T DONG
1. V~ h8 SO' thii toe chi thanh toan cho ca nhan

1

C02-lID

Trach nhiem
thuc hi~n

Hinh
thtrc chi

tra

Bang luang va cac khoan phu cap theo KHTC toan vao
luang, cac khoan trich n<)ptheo luang tai khoan
1-------------------j-----j------1 Phong KHTC the ATM
Danh sach chi luang va cac khoan thu KHTC vien chirc
nhap khac qua tai khoan ca nhan

STT NQidungthanhtoan

Don vi ban
hanh Bi~u

::t ,mau ap
d\lng

Phong
KHTC;
phong
TCHC&QT

Thanh

Ti€n luang, cac khoan phu d.p theo
luang (Bien che duoc giao)

Cac clumg illkhac (neu co)

2 Tien conghop dang lao d<)ngtu trang
trai

Tien luang, cac khoan phu cap theo Phong
luang KHTC;

r---~--~~----------------------+_--------~phong
Danh sach chi luang va cac khoan thu TCHC&QT
nh~p khac qua tai khoan ca nhan

Cac clnrng illkhac (neu co)

Thanh
toan vao
tai khoan
theATM
vien chirc

Bang thanh toan ti€n lam them gia CIO-lID
Ca nhan, danr-----------------------------4---------~

HQ'pdAng giao khoan til' giiY201 tn)' di Cll-lID vi ph\! trach,
phongKHTC

3 Thanh toan ti~n lam them giiY

a) DBivOi vien chuc hanh chinh

Giay de nghi thanh tom M~u

Thanh
toan vao
tai khoan
theATM
vien chilc

Giay bao lam them gia C08-lID

Bang chfun cong lam them gia C09-lID

Bien ban nghi~m thu C12-lID

Bien ban thanh ly hQ"pd6ng giao khoan C13-HD
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5

Quy~t dinh khen thuOng

Don vi ban
hanh Bi~u

:it ,mau ap
d1}.ng

Trach nhiem
tlnrc hi~n

Hinh
tlnrc chi

tra

STT NQi dung thanh toan

PDT

Giang vien;
Khoa; PDT

Giang vien;
Khoa; PDT

CIO-lID

- Bang ke khai du gio cua nrng giang
vien; Ca nhan,

Khoa, bQ
mon, Phong
Dao tao,
PhongKHTC

- NQp h6
sa thanh
toan cham
nh~t vao
ngay 10
thang 11
cua nam
dirong lich
- Thanh
toan vao
tai khoan
theATM
vien chirc

b) D6i vOi giang vien VllQ1giiYchu~n
giang day trong nam hQC

Lich giang day cua cac giang vien trong
nam hoc

- Bang t6ng hop ke khai du gio cua khoa,
bQmon c6 xac nhan cua Phong Dao tao
(thanh toan du gia cho cclkhoa, t6, b(J
man sau khi kit thuc nom hoc).

Hop dong giang day doi voi gio 201 trlr
di kern bien ban nghism thu & thanh
Iy hep dang

Bang thanh toan tien lam them gio

Cac clurng illkhac (neu c6)

GiAyd~nghi thanh toan
~ __ ~ ~,-~ __ ~ ,_ ~ Canhan,
Bang thanh toan ti~n khen thuOng C06-lID phong TCHC,
r-----------------------------,_--------~donviph~

tnich, phong
KHTCr-----------------------------,_--------~

4 Khen thlllrng

Khen thlllrng ca nhan, t~p th~

Khen thlllrng phong trao

Mfru

P.CTSV

K~ ho~ch duQ'cduy~t

Dl,ItrU kinh phi duQ'cduy~t

Don vi tham
muu

P.KHTC,
P.CTSV &
Khoa

Quy~t dinh khen thuOng

Danh sach khen thuOng

P.CTSV

P.CTSV

Thanh
toan vao
Utikhoan
theATM
vien chuc

Chi thu nh~p tang them, I~ t~t
~--~----------------------_4--------~Phong
Quyet dinh +Danh sach, muc chi P. KHTC KHTC, BGH;

Thanh
toan vao
tai khoan
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Don vi ban IDnh
STT NQi dung thanh toan hanh Bi~u Trach nhi~m tlnrc chi:I: , thuc hi~nmauap tnid1}ng

Bang thanh toan tien P. KHTC CDCS th6ATM
vien chirc

Bien ban h9P xet (neu co)

6 Thanh to an bao hiem X3 hQi tra thay
hrong (Ch€ dQ thai san, 6m dau, tai nan
lao dong, benh nghe nghiep co quan
BHXH tra thay luang)

Bao hiem
Dan de nghi huong che dQcua vien

BHXH
Vien chirc; xa hQi tra

chirc, nguoi lao dong phongTCHC, thay

Giay clnrng sinh +Giay khai sinh
phongKHTC luang

Giay ra vien

Cac clnmg tir khac (neu co)

7 HQc bAng - Khen thuOng sinh vien -
H6 trQ' chi phi hoc t~p

a) HQc bAng

DlJ tru kinh phi chi h9C bong sinh vien P.KHTC; Phong CTSV;
chinh quy toan tnrong, dinh mire chi KHTC; Khoa
8%/doanh thu h9C phi P.CTSV

Bang thanh toan h9C bong C05-HD Sinh vien
cung cap

Bang chi tra hoc b6ng qua tai khoan P.KHTC mas6
sinh vien,

Bien ban h9P xet h9C bong
P.CTSV; so tai
Khoa khoan ca

nhan sinh
Quyet dinh cfip h9C bong P.CTSV vien dS

chi tra
Danh sach sinh vien nhan h9C b6ng P.CTSV qua ngan

hang
b) H6 trQ' chi phi hQc t~p

P.KHTC;
DlJ tril kinh phi duQ'c duy~t

P.CTSV

Bang thanh toan h6 trQ'chi phi h9C t~p C05-HD

Bang chi tra h9C bong qua tai khoc!m ngan
P.KHTChang
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Bien ban h9P xet P.CTSV;
Khoa

mnh
thirc chi

tra

Don vi ban
hanh Bi~u Trach nhi~m

thuc hi~n
STT NQidung thanh toan ::t ,mau ap

d\Ing

P.CTSV

Danh sach sinh vien nhan h6 tro chi phi
h9C t~p

P.CTSV

c) Khen thU'Ongsinh vien

Giay de nghi thanh toan

Bang thanh toan tien khen tlnrong C06-HD

Bang chi tra khen thirong qua tai khoan
ngan hang P.KHTC

Du tru kinh phi duoc duyet
P.KHTC;

P.CTSV

Quyet dinh khen thirong P.CTSV

P.CTSVDanh sach khen thirong sinh vien

2. Thu tuc chi hoat dQng thuoug xuyen co ghi tr] nhc)hon 50 tri~u dAng
Cac khoan chi phi hoat dong thuong xuyen cho vien chirc;

Cac chi phi mua s~m hang hoa dich vu co gia tri duoi 50 trieu d6ng (tnr tnrong
hop cling thai d~m co nhieu thiet bi sua chua, mua sam phai l~p k~ hoach chung d~ phe
duyet thea quy dinh).

a) Quy trinh chung:

- Can cir Khoan 19, Di~u 3 Quyet dinh s6 17/2019/QD-TTg ngay 08/04/2019 cua
Thu tuong Chinh phu v~ mQt s6 goi th~u, nQi dung mua s~m nh~m duy tri hOl;ltdQng
thuang xuyen duqc ap d\lng hinh thuc 19a ch9n nha th~u trong truang hgp d~c bi~t thea
quy dinh tl;liDi~u 26 Lu~t dfiu th~u, quy dinh v~ gia tri goi th~u du6i 50 tri~u d6ng.

- Can Cll Khoim 7, Di€u 4 Quy~t dinh s6 17/2019/QD-TTg ngay 08/04/2019 cua
Thu tuang Chinh phu "... DBi vui goi thau quy dinh t(li khoiin 19Di€u 3 Quyit dinh
nay du(J'cth{l'c hirn theo quy trinh nhu sau: Thu truiYng CO' quan, dO'llvi quyit dinh
virc mua sdm hiio diim nguyen tdc tiit kirm, hiru quii va t{l'chiu trtich nhirm v€ quyit
dinh cua minh; khong hdt hurc phiii kj h(lp dang vUinha cung clip nhlmg phiii hiio
diim chi dr hoti dO'll,chtmg tir day du theo dung quy dinh cua phtip lu~t (khong phiii
l~p, thlim dinh, phe duyrt ki hO(lchl{l'achrn nha thau) ... ".

- Trinh t\l' th\l'c hi~n: (1) Ca nhan su d\lllg co nhu cfrud~ xufit mua s~m, sua chua
(mo ta du thong tin) vao gifiy d~ nghi, (2) trinh lanh dl;loPhong, khoa, bQmon Icy xac
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nhan, (3) giri Phong TCHC-QT kiem tra tinh trang tai san cAn phai mua sam, sua chua,
(4) Phong KH-TC tang hop, l~p bien ban tham dinh kern it nhat 01 den 03 bao gia (M~u
s6 02) so sanh gia, nhan mac, thong s6 ky thuat, chftt lU911g,che dQ bao hanh) bao cao
Hieu tnrong phe duyet truce khi thuc hien (M~u s6 01).

b) Ha SO' thii tuc thanh to an chi hoat dQng thuirng xuyen cho vien clnrc, nguoi
lao dQng va cac khoan chi phi mua s~m hang hoa djch v\l co gia tr] thanh toan dum
50 tri~u dang:

DO'Dv] ban hanh Trach nhiem mnh
STT NQi dung thanh toan Bi~u m§u ap tlnrc chi

dl}ng tlnrc hi~n tra

1 Ti~n di~n, nhien li~u, v~ sinh moi
trmmg

Giay de nghi thanh toan M~u

H6adon GTGT
Ca nhan, ThanhLenh dieu xe; Lich trinh xe di cong phongTCHC,

tac c6 chtr ky xac nhan cua nguai di P.TCHC&QT don vi ph\!
toan qua

cong tac trach, phong ngan

KHTC hfmg

Bien ban xac nh~n kh6i lU911grac P.TCHC&QT

xuc, v~n chuy~n trong thang ho~c m~u nguai
ban hang

Cac chUng illkhac (neu c6)

2 Chi mua s~m, sua chua hang hoa,
djch V\l - Thanh
a) V~t tu van phong, cong c\l d\lng toan qua
C\l ngan

Giay de nghi thanh toan M~u
hang;

- D6i v6i
Giay de nghi mua sam, sua chua s6 tien
duQ'c duy~t (Kern thea danh ml:lcwjt M~uOl thanh
tu, cong Cl:ldl:lngCl:lmua stirn) toan du6i

Bao gia (1 den 3 bao gia). Bao gia 5 tri~u
phai ghi ra ten hang h6a, Nha san M~u02

d6ng thea

xuftt; Thong s6 ky thu~t/d~c di~m h6a don

hang h6a; nam san xuftt; nu6c san (Truang ban Canhan, thanh

Xu~!; s61u911g, don gia, thanh tien, hanh) phong TCHC, toan qua
thue GTGT, bao hanh. don vi ph\! ngan

trach, phong hang
H6adon GTGT KHTC ho~c chi

HQ'Pdong, bien ban nghi~m thu, KHTC ho~c m~u
tra b~ng

bien ban th~nh ly hQ'Pd6ng (d6i vOi tien m~t

hang hoa can baa hanh, baa tri) nguai ban hang
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Don vi ban hanh
Trach nhi~m IDnh

STT NQidung thanh toan B.A' :I: , thirc chileu mau ap
thee hi~ndl}ng tnt

Bien ban giao nhan hang h6a, v~t tu C34-HD

Gifiy bao hanh san pham cua nha san
Dan vi ban hangxufit (n6u san pham phai bao hanh)

b) Djch Vl}cung cip

Giay de nghi thanh toan Mfiu

Giay de nghi mua sam, sua chua
duoc duyet (Kern thea Bang ke danh Mfiu 01
muc dich V1}).

Bao gia (l d6n 3 bao gia), Bao gia
Mfiu 02phai ghi r5 ten dich vu cung cfrp; s6

hrong, don gia, thanh tien, thue
GTGT

H6adanGTGT

Bien ban xac nhan khoi khoi hrong,
Dan vi ban hanggia tri dich vu hoan thanh

Hop dong, bien ban nghiem thu,
P.KHTCho~cbien ban thanh ly hop d6ng (aJi voi
mfiu nguoi bandich V1} cdn baa hanh, baa tri)

Giay bao hanh san pham dich vu
Dan vi ban hang(nSu c6)

c) Sua chua tai san c6 dinh, cong
Cl},dung Cl}

Giay de nghi thanh toan Mfiu

Giay de nghi mua sam, sua chua
duQ'c duy~t (Kern thea Bang ke danh Mfiu 01
rn1}CTseD, CeDe cdn sua chua) Canhan,
Bao gia (1 den 3 bao gia). Bao gia phongTCHC,
phai ghi r5 ten tai san, hang h6a sua dan vi phl,l
chua; Thong s6 ky thu~tld~c di€m

Mfiu 02
trach,phong

tai san, hang h6a sua chua; s6 lUQ'llg, KHTC
dan gia, thanh ti@n,thuS GTGT, bao
hanh.

H6adanGTGT

Bien ban xac nh~n khoi lUQ'llg,gia
Don vi ban hangtrt sua chua hoan thanh
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Don vi ban hanh Trach nhiem Hinh
STT NQi dung thanh toan Bi~u miu ap thirc chi

d\lng thuc hi~n tra

b) HQi ngh], hQi thao do cac don vi
ngoai truimg ta clnrc

Thanh
Giay moi dir h9i nghi, h9i thao toan qua

ngan
Van ban cua tnrong ell vien chirc

Dan vi tham muu hang/tien
tham du h9i nghi, h9i thao

Ca nhan,
m~t

Giay di dirong co xac nhan noi den,
C16-HD phong TCBC,

ngay den, ngay v€ dan vi phu

Bang ke thanh toan cong tac phi C17-HD
trach, phong

KHTC
Boa dan van chuyen; hoa dan phong
nghi (khong khoan ti€n phong nghi);
ve tau; ve xe buy! co ghi menh gia;
hoa dan tai lieu, eucre phi, bien lai,
ve tham quan ...

Cac clnrng illkhac (neu co)

5 Cong tac phi

a) Khoan cong tac phi

Danh sach vien clnrc khoan cong tac Thanh
phi co xac nhan cua lanh dao cac Dan vi tham muu toan qua
phong Cac phong; ngan

Bang ke thanh toan khoan cong tac hang

phi P.KHTC
PhongKHTC

b) Di cong tac trong nlf(YC

Giay di duang co xae nh~n nai den,
C16-HDngay den, ngay v€

Bang ke thanh toan eong tae phi C17-HD

Giay mai
Ca nhan, dan

Lieh trinh eong me (neu di thea doan vi ph\l traeh, Thanh
Dan vi tham muu tmin qua

I' den nhi€u nai) phongKHTC ngan hang
~ Bang ke khoan tien thue phong nghi ho~c ti~n

(thea quy chi chi tieu n9i b9J m~t

Boa dan phong nghi (neu nguai iJi
cong tac khong mu6n ap d"mg khaan
tiJn phong nghi)
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Don vi ban hanh Trach nhi~m Hinh
STT NQi dung thanh toan Bi~u miu ap thirc chi

dung thuc hi~n tra

Hop dong, bien ban nghiem thu,
P.KHTC boacbien ban thanh ly hop d6ng (a6i voi

hang h6a cdn baa hanh, baa tri) m~u ngiroi ban

Giay bao hanh (neu c6) Dan vi ban hang

Cac clnrng illkhac (neu c6)

3 Thong tin, tuyen truyen, lien Jac
Thanh

a) CU'(YCdi~n thoai, internet
PhongKHTC toan qua

H6adanGTGT ngan
hang

Bang ke cuoc phi P.KHTC

b) D&i vOi djch Vl}

Ke hoach sir dung dich vu diroc
Dan vi tham muuduyet

Ca nhan,
Bao gia cua nha cung cap dich vu M~u02 phongTCHC, Thanh

Hop dong, bien ban nghiem thu, dan vi phu toan qua
P.KHTC hoac ngan

bien ban thanh I)"hop d6ng; Bien m~u ngiroi ban
trach, phong hang

ban ban giao KHTC

Hoa don GTGT

Cac chirng illkhac (neu c6)

4 HQi ngh], hQi thao

a) HQi ngh] do truirng tA clnrc vOi
cac don vi ben ngoai truong

Bang ke de nghi thanh toan C41-HD

Danh sach nhan tien h9i nghi Dan vi to chirc Thanh
toan qua

Ke hoach, d\! toan duQ'c duy~t Dan vi t6 chirc ngan
Canhan, hanglti~n

Danh sach tham d\!, giay mb'i Dan vi to chuc phongTCHC, m(tt
Hqp dong, bien ban nghiem thu, dan vi ph\l
thanh I)"hqp d6ng thue muan Dan vi t6 chuc trach, phong

chuyen giaJnha khoa hQc KHTC

Bang ke thanh toan chi phi thue P.KHTCmuan chuyen gia, nha khoa hQc

H6a dan GTGT cac khoan chi phi
phM sinh
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DO'I1vi ban hanh Tnich nhi~m
lfinh

STT NQidungthanhtoan BOA x, thirc chileu mau ap thirc hi~n
d\lng tra

Hoa dan v~n chuyen, ve xe buyt co
ghi menh gia tren ve; hoa dan tai
lieu; circe phi, bien lai; ve tham
quan ...

Hoa dan ve may bay +The len tau
bay (niu di cong tdc bdng may bay)

Cac clnrng illkhac (neu co)

c) Di cong tac nU'O'cngoal

Giay de nghi thanh toan Mfiu

Quyet dinh, van ban ell di cong tac
rnroc ngoai cua cAp co tham quyen Dan vi tham muu
(Ban ehinh)

Du toan chi eho ca nhan, doan cong
Dan vi tham muume

Lich trinh cong tac Dan vi tham muu

Gi~y moi, van ban cua phi a mroc
ngoai (neu co)

Ban pho to ho chien cac trang xuat,
nhap canh (xac nhan ngay di mroc
ngoai, ngay vS VN)

Hoa dan ve may bay

Hoa dan v~ chuyen, ve xe buyt

The len tau bay

Cac chirng illkhac (neu co)

6 Chi phi thue muon

a) Thue phuong tien van chuyen

Giay de nghi Mfiu 01
Thanh

Giay de nghi thanh toan Mfiu toan qua

Bang ke de nghi thanh toan C41-HD
ngan
hang

K€ hO(,lchduQ'c duy~t Dan vi tham muu Ca nhan,
phong TCRC,

Bao gia (1 den 3 bao gia). Bao gia Mau 02 dan vi ph\!
phai ghi ra ten phuang ti~n v~n trach, phong
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Don vi ban hanh
Trach nhi~m Hinh

STT NQidung thanh to an Bi~~ mju ap tlnrc chi
dyng thuc hi~n tra

chuyen; so hrong, dan gia, thanh KHTC
tien, thu~ GTGT

Hop d6ng, bien ban nghiem thu, Dan vi tham muu;

bien ban thanh ly hop d6ng (neu co) m~u nguoi ban
hang

Hoa dan v~n chuyen

Cac clnrng illkhac (neu co)

b) Thue chuyen gia, moi giang
vien trong nuoc

Giay de nghi M~uOl

Giay de nghi thanh toan M~u

Ke hoach diroc duyet Dan vi tham muu

Hop dong, bien ban nghiem thu, Khoa, dan vi
bien ban thanh ly hop d6ng (ban hoac m~u ngiroi
gdc) ban hang

Bang ke chi phi thue chuyen gia,
giang vien (kh~u tnr thue TNCN

P.KHTC10% ca nhan cu tru va khau tnr 20%
ca nhan khong cu tru thea quy dinh)

Cac chirng illkhac (neu co)

c) Thue dao tao vien clnrc, ngum
lao dQng

Giay de nghi M~uOl

Giay de nghi thanh toan M~u

Bang ke de nghi thanh toan C41-HD

Giay moi hoac hop dong, bien ban
M~u dan vi thamn~hi¢m thu, thanh ly hqp d6ng (ban

goc) muu

Quyet dinh cu di h9C P.TCHC&QT

Roa dan (bien lai, phieu thu)

Bang/chUng chVchUng nh~n k~t qua
h9c t~p (ban pho to cong chUng)

Cac chUng illkhac (neu co)
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Don vi ban hanh Trach nhiem Hinh
STT NQidungthanhtoan B·A ~, thirc chileu mau ap tlnrc hi~ndyng tra

7 Ti~p khach

Giay d€ nghi thanh toan M~u Thanh
Giay de nghi (neu can thiet) M~uOl Ca nhan, don toan qua

vi phu trach, ngan
Giay moi hoac thong bao lich him hang/than
viec, ... phongKHTC h toan
H6adonGTGT tien mat

Cac clnrng illkhac (neu c6)

8 Chi hoat dQng phong trao van
ngh~

a) Chi h8 trQ'

Ke hoach duoc duyet Don vi tham muu
Thanh

DlJ tru kinh phi duoc duyet Don vi tham muu Ca nhan, don toan quavi phu trach,
Quyet dinh thanh I~p Don vi tham muu phongKHTC ngan

hang
Danh sach h6 tro luyen t~p Don vi tham muu

Quyet dinh khen thirong Don vi tham muu

Danh sach khen thuong Don vi tham muu

b) Chi phi thue ngoai

Giay de nghi M~uOl

DlJ tru kinh phi duoc duyet Don vi tham muu

Bao gia (1-3 bao gia) thea quy dinh M~u02(neu tren)

Hqp dong, bieI?-ban r:ghi~mthu, Don vi tham muu;
t~anh Iy hop dong (neu can ky hop hoac m~u nguoi Ca nhan, Thanhdong) banHHDV phong TCHC, toan qua
H6adon GTGT don vi phu ngantrach, phong
Cac ch(mg illkhac (neu c6) KHTC hang

9 Chi mua hang hoa, dich vy phyc
vy cong hic chuyen mon

Giay de nghi M~uOl
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Don vi ban hanh
Trach nhiem Hinh

STT NQi dung thanh toan Bi~~ m§u ap thirc chi
d\lng thl}'c hi~n

tnt

Dir tru kinh phi duoc duyet Dan vi tham muu

Bao gia (1-3 bao gia) thea quy dinh
M~u02(neu tren)

HQ"pd6ng, bien ban nghiem thu, Dan vi tham muu;
thanh Iy hop d6ng (neu cftn thiet) hoac m~u nguoi

banHHDV
H6adanGTGT

Cac chirng illkhac (neu c6)

10 Thanh toan tiin giang day, coi thi,
chim thi, hQi dAng thi. ..

a) Dai vOi giang vien thinh giang

Giay d~ nghi thanh toan M~u

HQ"pd6ng thinh giang Khoa, bQman
Ca nhan,

Bien ban nghiem thu, Bien ban
Khoa, bQman khoa, bQman

thanh Iy hop d6ng phong dao
Lich bao giang PDT tao; phong

KHTC
Bang thanh toan tien giang, h6 tro
ti~n xe (khau tnr thu~ TNCN 10%ca

KHTCnhan cu tru va khau tnr 20% ca nhan Thanh
khong cu tni thea quy dinh) toan qua
Giay nQPthue thu nhap ca nhan KHTC ngan

hang
b) Ti~n thira giit coi thi, chim thi,
ra d~ thi

* HQi dAng thi, quan ly, ph\lc V\l:

Quyet dinh thanh l~pHQidong thi,
PDTph\lc V\lthi

Lich thi PDT Ca nhan,
Bang phan cong coi thi, cham thi, ra khoa, bQmon

PDT phong daod~ thi, ph\lCV\lthi
t~o; phong

Bang cham cong coi thi cham thi, ra KHTC
d~ thi, ph\lc V\lthi PDT

Bang giao, nh~n 86 IUQ'llgbai chfim PDT
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Don vi ban hanh Trach nhi~m
Hinh

STT NQi dung thanh toan B.A :::t, tlnrc chileu mau ap thirc hi~nd1}ng tra

thi, ra de thi

Bang tong hop so gio lam them coi PDTthi, cham thi, ra dS thi, phuc vu thi

Bang thanh toan tiSn linn them gio KHTC

Cac clnrng illkhac (neu co)

c) HQi dAng xet tat nghi~p, tuy~n
sinh, cac hQi dAng khac (Chi thanh
toan khi cac hQi dAng lam vi~c vao
thu 7, chii nh~t ho~c ngoai gifY
hanh chinh)

Quyet dinh thanh l~p HQi d6ng Don vi tham muu Ca nhan, don Thanh

vi phu trach,
toan qua

K€ hoach lam viec cua hQi d6ng Don vi tham rmru phongKHTC ngan
hang

Giay bao lam them gio C08-lID

Bang cham cong C09-lID

Bang thanh toan lam them gio KHTC

Cac chirng illkhac (neu co)

11 Chi tlnrc t~p su pham

a) Chi cho cac don vi nh~n sinh cs nhan,
vien thuc t~p khoa, bQmon
Ke hoach thirc t~p sir pham duoc

Don vi tham rmru
phong dao

duyet tao; phong
KHTC

D\I tru kinh phi diroc duyet Don vi tham rmru

Danh sach sinh vien th\Ic t~p Don vi tham mUll Thanh
toan qua

Bang ke chi tra tien th\Ic t~p P.KHTC ngan
hang

b) Chi cho giang vien trong
trO'img

Pharr cong nhi~m V\l giang vien
Don vi tham mUlltham gia hu6ng dfin th\Ic t~p

Ke ho~ch th\Ic t~p su ph~m duQ'c Don vi tham mUllduy~t

Giay di duang Mfiu
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Don vi ban hanh
Trach nhiem Hinh

STT NQidung thanh toan Bi~u miu ap tlnrc chi
dl}ng thirc hi~n tra

Bang ke thanh tom tien cong tac
P.KHTC Ca nhan,

thuc t~p khoa, bo rnon

Cac clnrng illkhac (neu c6) phong dao
tao; phong

c) Chi ban chi d~o th\fc t~pSIr KHTC
pham

Quyet dinh thanh l~p ban chi dao Don vi tham rmru

Dir tru kinh phi duac duyet Don vi tham rmru

Ke hoach thuc t~p su pham duoc
Don vi tham rmruduyet

Bang thanh toan tien h6 tro ban chi
P.KHTCd~o

12 Ti~n tau xe nghi phep nam

Giay de nghi thanh tom; Mftu

Bang ke thanh toan tien nghi phep C07-HD Ca nhan, don
Thanh

Don xin nghi phep P.TCHC vi phu trach, toan quaPhong
nganXac nhan cua dia phuong nghi phep, TCHC,phong

benh vien cfrp huyen tro len di~u tri KHTC hang

H6a don phuong tien v~ chuyen, ve
tau, ve xe buyt, ve may bay (hoa
don vi may bay + the len may bay).

13 Ti~n dang bao tap chi khoa hoc
Ca nhan, dont " I. tl.rong nmrc va quoc e
vi phu trach, Thanh

Giay de nght thanh tom Mftu Phong toan qua

Xac nh~n cua Phong Nghien Clm NCKH-SDH- ngan
P.NCKH- HTQT,phong hangkhoa h9C v~ bai bao dang tren t~p
SDH&QHQT KHTCchi
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Don vi ban hanh Trach nhi~m mnh
STT NQidung thanh toan Bi~~ miu ap tlnrc chithuc hi~nd\lng tra

Bai bao duoc dang tren tap chi khoa
h9C: Ten tac gia, ten bai bao, don vi
cong tac (phai dung ten Truong Dai
h9c D6ng Nai hoac Dong Nai
University). NQi dung bai bao dang
phai phu hop voi chuyen nganh,
nghien ciru, lam viec, giang day va
phuc vu cho cong tac giang day tai
Truong Dai h9C D6ng Nai (tnr bai
bao quoc t~ va bai bao trong mroc c6
til 01 diem tro len);

Bai bao dang tren tap chi khoa h9C
rnroc ngoai duoc dich sang tieng Vien chirc
Vi~t

Duong link dan den bai bao dang Vien chirctren tap chi khoa hoc

14 Tiin % quan ly cac 16'p djch v\l
(lien thong, van b~ng 2, vira lam
vira hoc, cac 16'p bai dU'Ongng~n
han khac)

Bang ke doanh thu dich vu cua lap
h9C d~ xac dinh tY l~% chi quan ly KHTC
lap Canhan, don Thanh

Bang ke kinh phi chi tra cho cac vi ph\l trach, toan qua
KHTC Phong DT, nganvien chuc quan ly lap dich V\l

phongKHTC hang
Quyet diM rna lap kern bang phan
cong don vi, ca nhan th\Ic hi~n, nQi Phong,khoa
dung cong vi~c, thai gian, dia di~m.

Bang ke danh sach vien chuc nh~n
ti~n cua cac Phong, Khoa thea Phong,khoa
nhi~m V\l

15 Thanh toan hQ'pdang giao khoan

Giay de nghi thanh toan Mau Canhan, don
Thanhvi ph\l trach, toan quaHgp dong giao khoan CII-HD phongKHTC
ngan

Bien ban Nghi~m thu hgp d6ng giao C13-HD hang/ti~n
khoan m~t

Thanh ly hgp dong giao khoan C12-HD

---------------------------------------------- ---- ------
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Don vi ban hanh
Traeh nhi~m lfinh

STT NQidungthanhtoan B·A· ~ , tlnrc chileu mau ap
th1}'Chi~nd\lng tra

16 Chi tham hoi, nghi hU'U,hi~u, hy

a) Chi tham hoi am dau, n~m vi~n,
sinh con, tai nan lao dQng, b~nh
ngh~ nghi~p

Giay de xuat P.TCHC&QT

Gifryra vien

Giay chirng sinh Ca nhan, dan Thanhvi phu trach,
b) Chi vien clnrc nghi hU'U Phong toan qua

ngan
Quyet dinh nghi huu P.TCHC&QT TCHC, hangphongKHTC
c) Chi vi~c hi~u (dam tang ill than
phu m~u cua vien chirc trong tnrong
va lanh dao cac co quan tinh, huyen,
cac dan vi d6i tac cua tnrong)

d) Chi chuc mimg dam cU'mvien
clnrc trong truong

Thiep ciroi cua vien chirc

17 Chi h6 trQ'Cong doan co SO',Doan
thanh nien

Gifryde nghi thanh toan M~u

Van ban de nghi h6 tro kinh phi cua CDCS; Doan Thanh
cac dan vi Doan thanh nien, CDCS thanh nien; toan qua

Ke hoach to chirc cac phong trao PhongKHTC ngan
hang

duoc duyet

Du tru kinh phi diroc duyet

Cac chimg illkhac (neu e6)

18 Chi ki~m dinh chit IU'Q'DgcO' sO'
giao d\lc va chU'ong trinh dao t~o

a) Chi ho~t dQng t1}'danh gia

Giay de nght thanh toan M~u

Quy€t dinhlKe ho~eh tl,l danh gia HD tl,l danh giaeua TruOng

Dl,ltm kinh phi duqe duy~t HD tl,l danh gia
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STT NQidungthanhtoan
Don vi ban hanh
Bi~~ m§u ap

d1}.ng

Trach nhiem
thuc hi~n

IDnh
thrrc chi
tra

HQ'Pdong giao khoan thue chuyen CII-lID
gia tu vAnvi~t bao cao Wdanh gia

Bien ban nghiem thu hQ'Pdong giao C12-lID
khoan

Bien ban thanh ly hQ'P dong giao C13-lID
khoan

H6a dan tai chinh (neu c6)

- Bang thanh toan ti~n lam them gio C1O-lID

Chi ti~n cong lam them gio thu thap
minh clnrng va vi~t bao cao W danh
gia:

- Lich lam viec cua H(li d6ng

- GiAybao lam them gio

- Bang cham cong

P.DBCL&TTGD

C08-lID

C09-lID

Chi phi in an, v~t tu van phong,
cong cu dung cu.c. (Thu tuc tuong
tl! mua slim hang hoa dich v1:lneu
tren)

Chi xay dung phuong an dieu tra,
thu thap thong tin, minh chimg; xu
ly, phan tich k~t qua thu thap thong
tin, minh chimg; vi~t phieu danh gia
tieu chi; xay dung va hoan thien bao
cao W danh gia (Thu t1:lCtuang tl!
mua slim hcmg hoa dich v1:lneu tren)

Cac ch(mg ti:r khac (neu c6)

b) Chi ho,t dQng danh gia ngoili

Giay de nghi thanh tOlin Mfiu

D\l' trU kinh phi duQ'Cduy~t
r-~~--~----------------~H(lid6ngt\l'danh
Chi h(li nghi, h(li thao gia

Chi cong tac phi, thue phong nghi

Ke hOl,lchve danh gia ngoai cua
Truang

Chi phi cho cac thanh vien doan
danh gia ngoai (TruOng h9]J chi phi

Ca nhan,
Phong dam
bao chAt
hrong va

thanh tra giao
d\lc;cac

phong, khoa,
dan vi

Thanh
toan qua
ngan
hang
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Don vi ban hanh
Trach nhi~m Hioh

STT NQidungthanhtoan BOA 0 ~ ,

tlnrc chileu mau ap
th\fc hi~nd\lng tra

tien cong cha cdc thanh vien doan
aanh gia ngoai phat sinh tit 50 trieu
a6ng tro len thuc hien thu tuc aciu
thdu thea quy dinh) Ca nhan,
Chi xay dung va hoan thien bao cao Phong dam

bao ch~tdanh gia ngoai
hrong va

Chi in ~n va van phong pham; chi in thanh tra giao
va cap gi~y clnrng nhan ch~t hrong dvc; cac
co sa giao due dai hoc, chuang trinh phong, khoa,
dao tao. dan vi

Thu t!'C tuong tl,! mua stim hang
h6a djch v!' tuong tl,! neu tren

19 Chi hoat dQng thanh tra ky thi tfit
nghi~p ph6 thong trung hoc

Giay de nghi thanh toan M~u

Van ban cua Bo Giao due va Dao
tao giao nhiem vu thanh tra Icy thi tat
nghiep THPT cho Truong DlIDN

Quyet dinh cu vien chuc tham gia
thanh tra Icy thi tat nghi~p ph6 thong Phong DBCL &
trung h9C thea chi d;;tocua BOGiao TTGD

Canhan,dl)Cva Dao t;;tO
Phong dam

Ke ho;;tchdoan thanh tra Icy thi tot
Phong DBCL & bao ch~t

nghi~p ph6 thong trung h9C du<),c 1uqng va
duy~t TTGD

thanh tra giao

Phong DBCL& dl)c; cac
Dl,Itn) kinh phi du<)'cduy~t phong, khoa,TTGD; P.KHTC

dan vi
Giay di dUOng M~u

Bao gia thue xe v~n chuyen (1-3 bao
Nhacungdpgia)

HQ'P dong thue xe + Bien ban
nghi~m thu va thanh 1y hQ'Pd6ng P.KHTC
thue xe

H6a dan GTGT v~n chuyen

H6a dan phong nghi (neu khong
ch9n khaan thue phong nghi thea
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Don vi ban hanh Trach uhiem Hinh
STT NQidungthanhtoan Bi~u mftu ap tlnrc chithuc hi~ndl}.ng tra

muc khodn Quy che chi lieu noi b9)

Bang ke thanh toan kinh phi P.KHTC

H6a dan GTGT mua van phong
pham phuc vu dean thanh tra

Cac chirng illkhac (neu c6)

20 Chi khac

Giay de nghi thanh toan Mfiu Thanh

H6a dan, clnrng illke toan Ca nhan, dan toan qua
vi phu trach, ngan

Van ban, gi~y de nghi cua cac ca phongKHTC hang/tien
nhan, dan vi m~t

Cac clurng illkhac (neu c6)

3. Chi phi hoat dQng thuong xuyen d6i vrri mua s~m hang hoa, djch vu co gia
tr] til' 50 tri~u dang d~n dU'Oi100 tri~u dang:

a) Quy trinh chung:
Thirc hien thu tuc mua slim hang h6a, dich vu thea quy dinh tai Dieu 56 Nghi dinh

s6 63/2014/ND-CP thea hinh thirc chi djnh th§u rut gQn.

Trinh t\f tlnrc hi~n: (1) Ca nhan sir dung c6 nhu cAude xu~t mua slim, sua chua
(mo ta du thong tin) vao gi~y de nghi, (2) trinh lanh dao Phong, khoa, b9 mon kY xac
nh~n, (3) gui Phong TCHC-QT ki~m tra tinh trC;lngtai san cAnphai mua slim, sua chua,
(4) Phong KH-TC t6ng hQ'P,l~pbien ban thAmdinh kern it nh~t 03 Bang bao gia (M~u s6
02) so sanh gia, nhan mac, thong s6 ky thu~t, ch~t IUQ'Ilg,ch~ d9 bao hanh) bao cao Hi~u
truang phe duy~t tru6c khi thl,lchi~n cac bu6c ti~p thea (M~u s6 01).

- Phong KH-TC chu tri cimg Phong TCHC-QT va dan vi su d\lllg tham muu thl,lc
hi~n thu tl)c chi dinh thAurut g<md6i nha cung cftpdich V\l c6 bao gia th~p nh~t.

- Dan vi cung c~p hang h6a, dich V\l c6 bao gia th~p nh~t duQ'cll,lachQnyeu cAu
cung cftp01 b9 h6 sa nang ll,lcthea quy dinh.

- Phong KH-TC gui dl,lthao hQ'Pd6ng mua slim hang h6a, dich V\l cho nha thAu
duQ'cchi dinh cung cftphang h6a dich V\l.

- Phong KH-TC ph6i hqp v6i cac Phong, Khoa lien quan l~pBien ban thuang thao
hqp d6ng v6'i nha thAud~ hoan thi~n hqp d6ng mua slimhang;

- Hi~u truang Truong DC;lihQcD6ng Nai ban hanh quy~t dinh chi dinh th&ud6i v6i
nha th&uduQ'cchi dinh cung cftpg6i th&umua slimhang h6a, dich V\l.

- Ky k~t hqp d6ng d6ng mua ban hang h6a, dich V\l.

- Thl,lchi~n thu t\lCgiao nh~n tai san c6 dinh; giao nh~n hang h6a, v~t li~u, cong
C\ld\lllg C\l,hang h6a:
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+ Bien ban giao nhan tai san c6 dinh (Mfru s6 C50-HD)

+ Phieu giao nhan hang h6a, v~t lieu, cong cu dung cu (Mfru C34-HD).

- Thirc hien thu tuc nghiem thu va thanh ly hop d6ng v~ s6 1u911g,chat 1u911ghang
h6a dich vu, gia tri thanh toan thea gia tri nghiem thu: Bien ban nghiem thu va thanh If;
hop dong;

- Yeu du nha thau cung dp h6a don GTGT hang h6a, dich vu,

b) Ha so thii t1}cthanh toan cu th~:

STT N{}idung thanh toan

KHTC

Dan vi ban
hanh Bi~u Hinh thjrc

chi tra

Trach
nhiem thirc

hi~n
:;{ ,mau ap
dung

1 Giay de nghi thanh toan Mfru
Gi§.y d~ nghi mua sam, sua chua tai Mfru 01
san, hang h6a cua don vi su dung

DV toan mua sam duoc duyet

03 bao gia cua 3 nha cung cap (thong
tin nhu tren)

Quyet dinh thanh l~p t6 thAm dinh

Bao cao tham dinh ho sa bao gia, Iva
chon don vi diroc chi dinh thAu
Bien ban thuong thao hgp d6ng

Hgp dong, bien ban nghi~m thu, bien
ban thanh ly hgp d6ng (d6i vOihang
hoa cdn bao hanh, bao tri)

KHTC

Ca nhan,
don vi ph\l
trach,phong

KHTC;
phong

TCHC&QT

Bien ban giao nh~n hang h6a

Bien ban giao nh~n tai san c6 dinh

Gi§.y bao hanh san phAm, dich V\l (n~u
c6)
Phl,ll\lc 08a

H6adonGTGT

Cac h6 sa khac (neu c6)

quan ngan
hangKHTC

C34-HD

C50-HD

Don vi
cung dp
P.KHTC

4. Chi phi ho~t d{}ng thU'img xuyen d8i vOi mua s:im himg hoa, djch V1}co gia
trj til' 100 tri~u dang d~n dU'o-i200 tri~u dang

a) Quy trinh chung:

Thvc hi~n thu tl)c mua s~m hang h6a, dich Vl,l thea quy dinh t~i Di~u 57 Nghi dinh
s6 63/20 14IND-CP thea hinh thfrc chao hang c~nh tranh rut gQn, C\lthe:

Trinh t1! th1!c hi~n: (1) Ca nhan su d\lllg c6 nhu c~u d€ xu§.t mua s~m, sua chua
(rna ta du thong tin) vao gi§.y d€ nghi, (2) trinh Hinh d~o Phong, khoa, b9 man kY xac
nh~n, (3) gui Phong TCHC-QT ki~m tra tinh tr~g tai san cAn phai mua s~m, sua chua,
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(4) Phong KH-TC t6ng hop, l~p bien ban thAm dinh kern it nhat 03 Bang bao gia (M~u s6
02) so sanh gia, nhan mac, thong s6 Icy thuat, ch§.t hrong, che d9 bao hanh) bao cao Hieu
tnrong phe duyet tnroc khi thirc hien cac biroc tiep thea (M~u s6 01).

- Phong KH- TC chu tri cung Phong TCHC-QT va don vi su dung tham muu thuc
hien thu tuc chao hang canh tranh rut gon,

- ThAm dinh gia hang h6a, dich vu mua stun;

- Phong KH- TC tham muu Hieu tnrong thu tuc ky hop d6ng thue don vi tu v§.n
d§.uthAu thirc hien thu tuc chao hang canh tranh rut gon thea quy dinh cua Luat D§.u thAu.

- H6 sa thanh tom dam bao dAy du, dung quy dinh cua Luat d§.u thau, Luat K€
toan, Luat ngan sach va cac quy dinh phap lu~t khac c6 lien quan.

- Thirc hien thu t\lC giao nh~n tai san c6 dinh; giao nh~n hang h6a, v~t li~u, cong
C\ld\lllg C\l, hang h6a:

+Bien ban giao nh~n tai san c6 diM (M~u s6 C50-HD)

+ Phi€u giao nh~n hang h6a, v~t li~u, cong C\l d\lllg C1)(M~u C34-HD).

- Thvc hi~n thu t\lc nghi~m thu va thanh ly hgp d6ng v~ s6 luqng, ch§.t luqng hang
h6a dich V1),gia tri thanh toan thea gia tfi nghi~m thu: Bien him nghi?m thu va thanh If
h9]J dang.

- Yeu du nha thAu cung c§.ph6a don GTGT hang h6a, dich V1).

b) H6 sO'thu tl}c thanh toan Cl}th~:

DO'Dvi ban Trach Hinh
STT NQidungthanhtoan hanh Bi~u nhi~m th\fc thuc chi

m~u ap dung hien tra
1 Gi§.y d~ nghi thanh toan M~u

Giay de nghi mua sam, sua chua
tai san, hang h6a cua don vi su M~u01
d\lllg

Dv toan mua s~m duQ'c duy~t

Hgp d6ng tu v§.n d§.uthAu
P.KHTC

Hgp dong, bien ban nghi~m thu, Canhan,

bien ban thanh ly hgp d6ng tu v§.n don vi ph1) Thanh
d§.u thAu trach, phong toan quaKHTC;
H6a don GTGT tu v§.nd§.u thAu Tu v§.n d§.u phong ngan hang

H6 sa yeu cAu thAu TCHC&QT

quy€t dinh phe duy~t h6 sa yeu Tu v§.nd§.u
cau thAu vaKHTC

Thong bao chao hang tr~nh tranh
Bao cao ket qua chao hang c~nh Tu v§.n d§.u
tranh (Bien ban rna thAu; danh gia thAu
h6 sa dV thAu)
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Don vi ban Trach Hinh
STT NQidungthanhtoan hanh Bi~u nhiem thuc thtfc chi

miu a_pdung hien tra
Thong bao ket qua chao hang canh
tranh
Bien ban thuang thao hop dong Tu van dau
tnmg th~u th~u vaKHTC
Hop dong, bien ban nghiem thu,
bien ban thanh Iy hop d6ng (t16i Tu v~n d~u
V07 hang hoa cdn baa hanh, baa th~u vaKHTC
tri)
Bien ban giao nhan hang hoa C34-HD

Bien ban giao nhan tai san c6 dinh C50-HD
Giay bao hanh san pham, dich vu D,an vi cung
(neu co) cap
Phu luc 08a P.KHTC
HoadanGTGT
Cac h6 sa khac (nSu co)

5. Chi phi hoat dQn? thuimg xuyen d8i vOi goi thiu mua slm hang hoa, djch
Vl}co gia tr] tir 200 tri~u dong d~n dtroi 2 tY d6ng.

a) Quy trinh chung:

Thirc hien thu tuc chao hang canh tranh thea quy dinh tai Di€u 58 Nghi dinh s6
63/20 14/Nf)-CP cu the:

Trinh t\f thuc hi~n: (1) Ca nhan su dung co nhu du d€ xu~t mua s~m, sua chua
(mo ta du thong tin), (2) trinh lanh d~o Phong, khoa b<)mon xac nh~n kern bang bao gia
(Mftu s6 02), (3) gui Phong TCHC-QT kiem tra tinh tr~g tai san dn phai mua s~m, sua
chua, (4) Phong KH-TC t6ng hqp, bao cao Hi~u truang phe duy~t vao dS x~t tru6c khi
thvc hi~n (Mftus6 01).

- Thfimdinh gia hang hoa dich V\lmua s~m;

- Phong KH-TC tham muu Hi~u truang thu t\lc kY hqp d6ng thue dan vi tu vk
dfruth~u thvc hi~n thu t\lc chao hang c~nh tranh thea quy dinh cua Lu~t Dfruth~u.

- H6 sa thanh toan dam bao dfiy du, dUng quy dinh cua Lu~t dfru th~u, Lu~t KS
toan, Lu~t ngan sach va cac quy dinh phap l~t khac co lien quan.

- Thvc hi~n thu t\lCgiao nh~n tai san c6 dinh; giao nh~n hang hoa, v~t li~u, cong
C\ld\lllg C\l,hang hoa:

+ Bien ban giao nh~n tai san c5 dinh (Mftus6 C50-HD)

+PhiSu giao nh~n hang hoa, v~t li~u, cong C\ld\lllg C\l(MftuC34-HD).

- Thvc hi~n thu t\lc nghi~m thu va thanh ly hqp d6ng v€ s6 lm;mg,ch~t lm;mghang
hoa dich V\l,gia tri thanh toan thea gia tri nghi~m thu: Bien ban nghi?m thu va thanh If;
h(YJJ t16ng.

- Yeu du nha th~u cung c~p hoa dan GTGT hang hoa, dich V\l.
b) H6 sO'thti tl}c thanh toan Cl}th~
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Don vi ban Trach IDnh
STT NQidungthanhtoan hanh Bi~u nhi~m thuc thirc chi

m§u ap dune: hien tnt
1 Giay d~ nghi thanh toan Mfru

Giay d~ nghi mua slim, sua chua tai Mfru 01san, hang h6a cua don vi su dung

D\!, toan mua sam diroc duyet

Hop d6ng don vi tu vAndAu th~u
P.KHTC

Hop dong, bien ban nghiem thu, bien
ban thanh ly hop d6ng tu vAn dAu
th~u

H6a dan GTGT tu van dau thau

H6 sa yeu c~u

Th~m dinh h6 sa yeu c~u

Tir van dau
cs nhan,

Quyet dinh phe duyet h6 sa yeu C&U th~u
dan vi phu Thanhtrach,phong toan qua

Thong bao moi chao hang canh tranh KHTC; ngan hang
Bao cao ket qua dau thau (Bien ban phong

rna thau; danh gia h6 sa chao hang) TCHC&QT

Thong bao ket qua chao hang canh
tranh
Bi,en ban thirong thao hop dong tnmg Tu van dau
thau th~u vaKHTC
Hop dong, bien ban nghiem thu, bien Tu vAn dAuban thanh ly hop d6ng (d6i voi hang th~u vaKHTChoa can bao hanh, baa tri)
Bien ban giao nhan hang h6a C34-HD

Bien ban giao nhan tai san c6 dinh C50-HD

Giay bao hanh san ph§.m, dich V\l Don vi cung
(nSu c6) cAp
Ph\ll\lC 08a P.KHTC
H6adonGTGT
Cac ho sa khac (neu c6)

6. Chi phi ho~t dQng thU'img xuyen dBi vOi goi thAu mua s~m himg hoa, dich
V\l co gia tri til' 2 tY dang tro- len.

a) Quy trinh chung:

Th\!,c hi~n thu t\lc dAu th~u r<)ng riIi thea quy dinh t~i Nghi dinh s6 63/2014IND
CP va Lu~t DAu th~u.
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Trinh tl}' thl}'c hi~n: (1) Ca nhan sir dung c6 nhu cAudS xuat mua sam, sua chua
(md ta du thong tin), (2) trinh lanh dao Phong, khoa b<)men xac nhan kern bang bao gia
(Mfiu s6 02), (3) gui Phong TCHC-QT kiem tra tinh trang tai san cAnphai mua sam, sua
chua, (4) Phong KH-TC t&nghop, bao cao Hieu tnrong phe duyet vao dS xu~t tnroc khi
thirc hien (Mfiu s6 01).

- Tham dinh gia hang h6a dich vu mua sam;

- Phong KH-TC tham rmru Hieu tnrong thu tuc ky hop d6ng thue dan vi nr v~n
d~u thftu thirc hien thu tuc d~u thdu rong rai thea quy dinh cua Luat D~u thau.

- H6 so thanh toan dam bao dAydu, dung quy dinh cua Luat d~u thAu,Luat Ke
toan, Luat ngan sach va cac quy dinh phap l~t khac c6 lien quan.

- Thl,lchi~n thu t\lCgiao nh~n tai san c6 dinh; giao nh~n hang h6a, v~t li~u, cong
C\ld\lIlgC\l,hang h6a:

+ Bien ban giao nh~n tai sim c6 dinh (Mfius6 C50-HD)

+ Phieu giao nh~n hang h6a, v~t li~u, cong C\ld\lng C\l(MfiuC34-HD).

- Thl,lchi~n thu tl,lcnghi~m thu va thanh 11'hgp d6ng vS s6 luQ11g,ch~t luQ11ghang
h6a dich V\l,gia tri thanh toan thea gia tri nghi~m thu: Bien hem nghi~m thu va thanh If
h9Pd6ng.

- Yeu cAunha thAucung dp h6a dan GTGT hang h6a, dich V\l.
b)HB SO' thn tl}.Cthanh tmin cl}.th~:

Don vi ban Trach Hinh
STT NQi dung thanh toan hanh Bi~u nhi~m thl}'c thuc chi

miu ap dun_g_ hien tra
1 Gi~y dS nghi thanh toan Mfiu

Gi~y dS nghi mua sim, sua chua tai
Mfiu 01san, hang h6a cua dan vi su d\lng

Dl,ltoan mua sim dUQ"cduy~t P.KHTC Ca nhan,

Hgp d6ng dan vi tu v~ d~u thAu dan vi ph\l Thanh
P.KHTC trach, phong toan qua

Hgp dong, bien ban nghi~m thu, bien KHTC; nganhang
ban thanh 11'hgp d6ng tu v~n d~u P.KHTC phong
thAu TCHC&QT
H6a dan GTGT tu v~n d~u thAu

H6 sO'mai thAu

Thfrmdinh h6 sO'mai thAu
Tu vfrndfru

Quyet dinh phe duy~t h6 sO'mai thAu
thAu

Thong bao d~u thAu
Thanh

Bao cao ket qua d~u thAu toan qua
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Don vi ban Tnich Hinh
STT NQidungthanhtoan hanh Bi~u nhiem thirc thirc chi

mAu a_]!_du~ hien tra

ThAmdinh k~t qua dAuthAu Ca nhan, ngan hang
dan vi phu

Thong bao k~t qua dAuthAu trach, phong
KHTC;

Bien ban thuong thao hop dong trung Tu van dau phong
thau thAuvaKHTC TCHC&QT
Hop dong, bien ban nghiem thu, bien Tu vAndAuban thanh Iy hop d6ng (il6i voi hang thAuvaKHTCh6a cdn baa hanh, baa tri)
Bien ban giao nhan hang h6a C34-HD

Bien ban giao nhan tai san c6 dinh C50-HD

Phu luc 08a P.KHTC
Giay bao hanh san pham, dich vu Dan vi cung
(neu c6) dp
H6adanGTGT
Cac h6 sa khac (neu c6)

7. H8 SO', thu tuc thanh toan kinh phi nghien ctru khoa hQC
7.1. Thanh toan kinh phi d~ titi NCKH c§p tinh
a) H8 SO' d~tai NCKH:

- Hop d6ng nghien ciru khoa hoc ky giua Sa Khoa hoc va Cong nghe voi Truong
D(;lihoc D6ng Nai.

- Thuy~t minh d~ tai NCKH dffduoc H9i d6ng khoa hoc - Sa KHCN duyet.

- Hop d6ng nghien cuu khoa hQcTruOngD(;lihQcD6ng Nai ky vai Chu nhi~m d~
tai.

- DlJ toan kinh phi de tai khoa hQc cAp tinh duQ'c Sa Khoa hQCva Cong ngh~
duy~t.

b) Thil t\lC t~m ll'ng va thanh toan kinh phi d~ titi NCKH

* Thil t\lc t~m ll'ng:
- GiAyd~ nghi t(;lmung cua chu nhi~m de tai. T(;lmUng khong vuqt qua 50% kinh

phi d~ tai.

- Khi cac khoan t(;lmUng IAntruac duQ'cthanh toan h@tmai duQ'cthanh toan IAn
sau;

* Thil t\lC thanh toan:
- Thanh toan cho chu nhi~m d~ tai, g6m:
+Hqp d6ng NCKH ky vai TruOng;
+ Bang xac nh~n kh6i lUQ'llghoan thanh thea hqp d6ng;
+ Bang ke chUng til thanh toan (theo dqt);
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+ Bang ke quyet toan kinh phi d~ Uti.

+ Bao cao tinh hinh su dung kinh phi;

+ Bien ban nghiem thu va thanh ly hQ'Pd6ng;

+ Quyet dinh nghiem thu d~ tai;

+ Bien ban ban giao d~ tai;

- H6 sa, clnrng tir thanh toan:

+ H6 sa mua s~m v~t nr, hang hoa, dich vu thea quy dinh tai muc 1,2,3,4, phan II
(neu tren), B6i voi cac khoan chi da: duoc UBND tinh quy dinh mire chi khong phai thirc
hien thu tuc d§.uth~u mua s~m hang hoa, dich vu.

+ HQ'Pd6ng thue khoan chuyen mon;

+HQ'Pd6ng thue khoan cong viec, san pham;

+ Chi l~p phieu di~u tra, khao sat;

7.2. Thanh toan kinh phi d~ tai NCKH dp Trutrng
- Gi§.y d€ nghi thanh toan;

- Quyet dinh phe duyet Danh muc d€ tai nghien CUukhoa hoc c§.ptnrong;

- Gi§.y moi cac nha khoa hoc ben ngoai tnrong;

- Quyet dinh thanh l~p hQi d6ng khoa hQc;

- D\l toan kinh phi d€ tai du<),cduy~t, g6m:

+ Chi phi tiJn cong: Chu nhi~m d€ tai thuy€t minh d\l toan chi phi nhan cong th\lc
hi~n d€ tai tru6c HQi d6ng khoa hQc Khoa va du<),cHQi d6ng khoa hQc Khoa xac nh~n.

+ Chi phi nguyen vqt li¢u, cong c~, d~ng c~, dich v~, chi phi khac: Chu nhi~m de
tai thuy€t minh d\l toan v6i Phong Nghien CUukhoa hQc - Sau dl;lihQc va Quan h~ qu6c
t€ va Phong K€ hOl;lCh- Tai chinh va du<),c02 phong xac nh~n.

- HQ'Pd6ng nghien cUu khoa hQc giiia Hi~u truang TruOng BOON v6i chu nhi~m
de tai;

- H6 sa chUng ill k€ toan mua s~m hang hoa, dich V\l thea thu t\}c quy dinh cua
TruOng.

- Bang xac nh~n kh6i luqng hoan thanh thea hQ'Pd6ng;

- Bang ke chUng ill thanh toan (theo dqt);

- Bang ke quy€t toan kinh phi d€ tai.

- Bien bfm nghi~m thu va Bien ban thanh ly hQ'Pd6ng nghien CUukhoa hQc;

- Quy€t dinh cua HQi d6ng khoa hQc TruOng Bl;li hQc B6ng Nai cong nh~n k€t qua
nghien CUude tai.

- Bien ban ban giao san phfim de tai NCKH cho Phong Nghien cUu khoa hQc - Sau
dl;lihQCva quan h~ qu6c t€.

8. H6 SO', thii t1}Cthanh toan kinh phi thi chUng chi tin hQc,ngo~i ngfr:
8.1. Quy trinh chung:
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a) Chi on t~p ki~n tlnrc:
Khoa Ngoai ngu va T6 tin hoc l~pk@hoach rna lap on t~p trinh BGH phe duyet.

L~p du tru kinh phi rna lap thong qua Phong KHTC va Hieu tnrong phe duyet.

Thong bao chieu sinh, thu nhan h6 sa
Thong bao cho hoc vien nop ti6n on t~p va ti6n thi clnrng chi tin hoc, ngoai ngtt

vao tai khoan ngan hang cua Truong Dai hoc D6ng Nai rna tai Ngan hang Vietinbank chi
nhanh D6ng Nai - Phong Giao dich Tan Hiep.

Sau khi c6 du s6 IUQ11gsinh vien, hoc vien nop ti6n du chi phi hoa v6n tro len ti@n
hanh rna lap hoc on t~p thee k@hoach duoc duyet.

K@tthuc kh6a hoc, Phong KHTC phoi hop voi Khoa ngoai ngtr va T6 tin hoc xac
dinh doanh thu va thue thu nhap doanh nghiep phai nop 2% tren doanh thu ca kh6a. Thuc
hien nop thu@thee quy dinh,

Kinh phi sau khi nop thue con l~i duQ'cchi cho cac khoan sau:

- Khoa ngo~i ngu nop 20% kinh phi sau thu@,T6 tin hQc nop 40% kinh phi sau
thu@vao tai khoan cua TruOng thee quy dinh ti;liquy ch@chi tieu noi bO2023.

- Khoa Ngoi;lingfr duQ'csu d\lI1g80% kinh phi sau thu@va T6 tin hQc duQ'csu
d\lI1g60% kinh phi sau thu@d~ chi phi cho cac ho~t dong sau:

+ Chi phi thue giang vien (Giang vien trong truOng chi thee dinh rnuc quy dinh
trong quy ch@chi tieu noi bo; giang vien ngoai truOng rnuc chi thee thoa thu~n)

+ Chi phi chieu sinh (bang ron, to' wi...);
+ Chi rnua v~t tu, van phong pham;

+ Chi phi Utili~u giang di;ly(rnua, in fin, pho to tai li~u giimg d~y);
+ Chi h6 trQ'ti6n cong lam them gia cho cac vien chuc phl,lcvl,llap hQc (thu tl,lc

rna lap, chieu sinh, thu nh~n h6 sa, quan ly gia d~y; quim ly phong may tinh; thu hQcphi,
quy€t toan kinh phi lap hQc.

+ Chi cong tac phi;
+ Chi phi thue rnuan;

+ Chi phi quan ly hqp hQc;

+ Chi hoa h6ng cho nguai giai thi~u;

+ Chi qua tiP1g... ;
+ Chi ti@pkhach;

+ Cac khoan chi phi khac (n€u c6).
Cac khoan chi cho ca nhan phai nop thu€ thee quy dinh, trir mot s6 truOng hqp

phap lu~t cho phep khong thu thu@TNCN.

b) Chi thi sat h~ch cip chUng chi:
Khoa ngo~i ngu va T6 tin hQcl~pk@hOi;lChthi chUngchi trinh BGH phe duy~t.
L~p dl,ltm kinh phi thi chUng chi tin hQc- ngo~i ngfr thong qua Phong KHTC va

Hi~u truang phe duy~t (Mfiu).
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Thong bao cho hoc vien n9P ti6n thi chtmg chi tin hoc, ngoai ngir vao tai khoan
ngan hang cua Truong Dai h9CD6ng Nai rna tai Ngan hang Vietinbank chi nhanh D6ng
Nai - Phong Giao dich Tan Hiep.

Chuyen khoan tra ti~n l~phi thi chirng chi tin h9C- ngoai ngtr cho Truong Dai h9C
(Trung tam) lien k€t t6 chirc thi va d.p chirng chi cho h9Cvien.

Chi ti~n cong phuc vu thi

Chi phuc vu h9i d6ng thi (mroc u6ng, khan lanh, trai cay ... ).
8.2. HB so, tho t1}Cthanh toan:

DO'Dvi ban
Trach nhiem Hinh

STT NQidungthanhtoan hanh Bi~u thuc chi
miu ap dung thl}'chi~n

tra
1 Chi n9P thue thu nhap doanh nghiep

2%/doanh thu

Bang ke tinh thue TNDN tren doanh
thu lap h9Ckern danh sach h9Cvien P.KHTC
n9P ti~n vao tai khoan ngan hang

Giay n9P thue TNDN vao ngan sach
P.KHTCnha mroc

- Thanh2 Thanh toan tiin day toan qua
* Chi tiin day giang vien trong ngan
trueng hanh.

Hop dong giang day (Mire chi 01 Khoa ngoai - D6i voi
gio giang d~y thea quy ch€ chi tieu Dan vi tham ngu; Khoa su s6 tiSn
n9i b9) muu ph~m khoa h9c thanh

tI;r nhien, t6 tin toan du6i
Bien ban nghi~m thu & thanh ly hqp Dan vi tham h9c;Phong 5 tri~ud6ng muu KHTC; Phong d6ng
Bang thanh toan tien d~y P.KHTC TCHC&QT thanh

toan qua
* Chi tiin d~y giang vien ngoai ngan
trrrOng hang

ho~c chiHqp d6ng giang d~y (Milc chi 01 Dan vi tham tra b~nggio d~y thea thea thu~n) muu
ti~nm~t

Bien ban nghi~m thu & thanh ly hqp Dan vi tham
d6ng muu
Bang thanh toan tiSn d~y P.KHTC

Giay n9P thue thu nh~p ca nhan
P.KHTC(1O%/tiSnd~y)

Cac ho sa khac (neu co)
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Don vi ban Tnich nhiem Hinh
STT NQidung thanh toan hanh Bi~u thirc chi

m~u ap dung thuc hi~n tra

3 Chi mua vit til, van phong

Chi mua hang h6a, dich vu

Giay de nghi thanh toan M~u

Giay de nghi mua sam, sua chua
duoc duyet (Kem thea danh muc vdt M~uOI
tu, cting C'?ldung C'?lmua sdm)

Bao gia (1 den 3 bao gia), Bao gia
phai ghi fa ten hang hoa, Nha san
xuat; Thong s6 Icy th~t1d~c diSm M~u02hang hoa; nam san xuat; mroc san
xuftt; s6 hrong, dan gia, thanh tien,
thue GTGT, bao hanh

H6adan GTGT

Hop dong, bien ban nghiern thu, KHTCho~c
bien ban thanh ly hop d6ng (aJi vai m~u nguoi ban
hang hoa cdn baa hanh, baa tri) hang

Bien ban giao nhan hang h6a, v~t tu C34-HD

Giay bao hanh san pham cua nha san Dan vi ban Khoa ngoai
xuftt (neu san pham phai bao hanh) hang ngtr; Khoasu

pham khoa hoc
Cac ho sa khac (n~u c6) tu nhien, t6 tin

4 Chi in ~n bang ron, tir roo, phf to hQc;Phong
Uti li~u giang d~y KHTC; Phong

TCHC&QT
Giay de nghi thanh toem M~u

Giay de nghi mua sam, sua chua
duQ'c duy~t (Kem thea danh m'?lcin M~uOI
tin, pho to)

Bao gia (1 den 3 bao gia). Bao gia
phai ghi fa ten hang h6a, Thong s6
Icy thu~tld~c di€m chftt 1i~u in §.n, M~u02
ki,ch thu<?,c;s6 1uQ'llg,dan gia',thanh
tien, thue GTGT, bao hanh (neu c6)

H6adanGTGT

Hgp dong, bien ban nghi~m thu, KHTC ho~c
bien ban thanh 1yhgp d6ng (aJi vm m~u nguai ban
hang hoa cdn baa hanh, baa tri) hang
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Don vi ban
Trach nhi~m Hinh

STT NQidungthanhtoan hanh Bi~u thrrc chi
miu ap dung thirc hi~n tra

Bien ban giao nhan hang h6a, v~t tu C34-HD

Cac ho sa khac (neu c6)

5 Ti~n cong phuc V\I 16'phoc

Giay de nghi thanh toan M~u

Giay bao lam them gio C08-HD

Bang cham cong lam them gio C09-HD

Bang thanh toan tien lam them gio CIO-HD

Cac ho sa khac (neu c6)

6 Ti~n cong tac phi; chi thue mmrn; Khoa ngoai
chi ti~p khach ngtt; Khoa su

pham khoa h9C
Ho sa clnrng illke toan thirc hien tu nhien, t6 tin
thea quy dinh tai f)i~m b, M\1c 2, h9c;Phong
Phfin IV (neu tren) KHTC; Phong

7 Chi hoa hAng, moi giOicho nguet TCHC&QT
giOi thi~u

Giay de nghi thanh toan M~u

Hop dong hoac van ban thea thuan;
Khoa

Nghiem thu, thanh ly hop d6ng

Bang ke xac dinh tien hoa hong, moi
Khoagi6i

Bang ke chi tra tien hoa hong (khdu
trir thui TNCN 10% ccl nhdn cu tru

P.KHTCva khdu trir 20% ccl nhdn kh6ng cu
tru thea quy dinh)

Cac ho sa khac (neu c6)

8 Ti~n % quan ly cac 16'pdjch v\I
(tin hQc,ngo=.tingu)

Bang ke doanh thu dich V\1cua lap
h9C d~ xac dinh tY l~ % chi quan ly KHTC
lap

Bang phan cong cho tUng vien chirc,
ngum lao dong tham gia quan ly lap Khoa
h9C
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Don vi ban Trach nhi~m
Hinh

STT NQi dung thanh toan hanh BiSu thee chi
mftu ap dung thuc bi~n tnl

Bang ke kinh phi chi tra cho cac
KHTCvien chirc quan ly lap dich vu

Bang ke danh sach vien chirc nhan Phong,khoati€n cua cac Phong, Khoa theo van
ban v€ tY l~ chi quan ly lap hoc lien quan

9 Chi khoan vi~c

Giay de nghi thanh toan Mfiu

Hop dang khoan viec; Bien ban Mfiu Cll-IID;
n~hi~m thu, bien ban thanh lya hop C12-IID; C13-
dong khoa viec lID

Bang ke kinh phi chi tra tien khoan P.KHTCviec

10 Cac khoan chi khac

Ho sa chirng illke toan thirc hien
theo quy dinh tai Diem b, M\lC 2,
Phfrn IV (neu tren)

HA so clnmg tir k~ toan thanh toan kinh phi ph at sinh trong nam tai chinh
tinh tir ngay 01/01 d~n ngay 31112 hang nam theo quy djnh cua Lu~t Ngan sach va
Lu~t K~ toano ThOi han nQp dung, du hA so v~ Phong KHTC trmrc ngay 15/12 nam
duong ljch.

Van ban miy thay the Van ban sa 133IDHDN-KH-TC ngay 31/0112023 cua
TruOng Dl;lihQCDang Nai v~ trinh t1;C, thu tl,lc thanh toan kinh phi hOl;ltdQng.

Van ban nay kh~c ph\lc cong tac quan ly thu, chi theo Ket lu~n thanh tra sa
5504/KL-UBND ngay 02/6/2022 cua Chu tich UBND tinh Dang Nai thanh tra vi~c ch~p
hanh cac quy dinh phap lu~t v€ thu chi tai chinh; vi~c trich l~p va su d\lllg cac quy; tinh
hinh th\lc hi~n nghla V\l vai ngan sach Nha nuac nien d9 2018-2019 tl;liTruOng Dl;li hQC
Dang Nai.

Qua trinh th\lc hi~n co vuang m~c, vui long phan anh vm Phong KHTC (tf\lC tiep
ho~c qua van phong di~n ill) de bao cao BGH kip thai xu IY.

- Nhu tn3n;
- DU, CT.lIDT;
- Ban Giam hi~u;
- LUll: VT. KHTC, website.


