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QUY TRINH THANH TOAN CONG TAC PHI

MUC PiCH VA PHAM VI AP DUNG

e Quy trinh nay quy dinh théng nhat trong toan trudng vé cac tha tyc,
trinh tu thuc hién viéc thanh toén tién cong tac phi cho can bo duoc cr
di cong tac.

e Tao diéu kién thuan loi cho can bd nha trudng trong viéc thanh toan
v6i Nha truong

e Quy trinh nay &p dung cho tat ca cac don vi trong Truong Cao dang Y
té Thai Binh.

PINH NGHIA VA TU VIET TAT
1. Pinh nghia:
Cong tac phi la khoan chi phi tra cho ngudi di cong tac bao gdm: chi phi
di lai, phu cap luu tra, tién thué phong, cudc phi hanh Iy (ké ca tai liéu
mang theo, néu co).....
Thoi gian dugce huong cong tac phi I thoi gian thyc té theo quyét dinh cir
cong tac hoic gidy moi tham gia doan cong tac (bao gom ca ngay nghi, I,
tét theo lich trinh cong tac, thoi gian di duong).
2. Tir viét tit:

QT Quy trinh

BGH Ban Giam hiéu

P.KHTC Phong Ké& hoach Tai chinh
TP.KHTC Trudng phong Ké hoach Tai chinh
KHTC K¢é hoach Tai chinh

KTV Ké toan vién
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LUU PO (Xem trang 4)

IV. PACTA (Xem trang 5 - 6)
V. CACBIEU MAU/ HUONG DAN KEM THEO
Stt Tén biéu miu/ hwéng din M4 hoéa
1 | Gidy dé nghi thanh toan BM/QT.02/P.KHTC/01-01
2 | Gidy di duong BM/QT.02/P.KHTC/01-02
3 | Quyét dinh cur di cong tac hodc gidy moi | BM/QT.02/P.KHTC/01-03
4 | Héa don BM/QT.02/P.KHTC/01-04
5 | Hop ddng, thanh ly BM/QT.02/P.KHTC/01-05
6 | Phiéu chi BM/QT.02/P.KHTC/01-06
7 | Uy nhiém chi BM/QT.02/P.KHTC/01-07
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QUY TRINH THANH TOAN CONG TAC PHi
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PAC TA QUY TRINH THANH TOAN CONG TAC PHI
B Bo
Stt T? n bu.’(fc Pic ta ph‘fm/d“ ph@n)DV Ketqua Hgn\hoan Biéu mau
cong viéc n vi thuc % - dat dwoc thanh
s L phOI ho’p . .
hién :
Can b dugc ctr di cong tac tap hop
chung tir cho chuyén di cong tac gom:
Taphop | Gla}y dé nghi thanh toan Can b Sau khi di gm;ggg;gﬁﬂggig;
1 ch'trng'tir - Glay di duong cir di Phong Efo ching C‘Ef‘g tac BM/QT:OZIP:KHTC/01-03
, - Hoa don (neu CO) ~ . KHTC tu to1da 5 BM/QT.02/P.KHTC/01-04
thanh toan cong tac . el
- Hop dong thanh Iy hop dong (neu co) ngay BM/QT.02/P.KHTC/01-05
- Quyét dinh ctr di cong tac hoic giay
moi
Phong KHTC tiép nhan bo chang tur tur
Kla‘nubt?: ‘gﬁaﬁg?ggf‘édl gt?nfé::agi‘u Bo chimng BM/QT.02/P.KHTC/01-01
A0 oha cu Do chung tu da day du C A t0 hA cre |t ARy A BM/QT.02/P.KHTC/01-02
2 T'ep nhgn mau theo quy dinh thi tién hanh trinh Phong C;anAbQ C,u tir du du BM/QT.02/P.KHTC/01-03
ching tr |\~ 1 4a0 ohé duyét. KHTC | di cong tac | theo quy BM/QT.02/P.KHTC/01-04
Néu chua dhy dit KTV s& huong dan dinh BM/QT.02/P.KHTC/01-05
can b bo sung.
KTV kiém tra tinh hop 1€, hop ly cua
g‘{ (;f;]ur;]% ttuf té‘iennhan' Trong 2 | BM/QT.02/P.KHTC/01-01
‘2 ; 0 chung tu gom: A A Ay - BM/QT.02/P.KHTC/01-02
3 Ié;]eun;] sc:gt - Giay de nghi thanh toan KTV IF;T—IO{](% E‘J:Qh?ulr]ég thiazhgw BM/QT.02/P.KHTC/01-03
g - Quyét dinh cir di cong tac hoac gidy op ¢ I Nan - BM/QT.02/P.KHTC/01-04
chung tr | BM/QT.02/P.KHTC/01-05

mai (Ghi rd cu thé tén can bo cir di
cong tac, thoi gian, dia diém, ndi dung)
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- Gidy di dudng c6 x&c nhan va déng
diu cia BGH va noi dén cdng tac hoic
nha khach can bo dén luu tra

- Cac hoa don, ching ti nhu hdéa don
vé may bay, vé xe khach, vé may bay,
héa don tién phong, hoa don taxi......

Cin cr vao diéu 6 Quy che chi tiéu noi
bo cua Nha truong, KTV lap phicu chi,

Lap ching g,iéy iy nhi¢m chi thanh todn tIAen cong | oy Phong | Phiéu chi Sau 2 gm;g:gggﬁﬂggi:gg
tur tac phi gom phu cap luu tru, tien phong KHTC UNC ngay

nghi, vé xe di lai......

KTV trinh TP KHTC kiém soét, ky

duyét va trinh BGH ky duyét chi Néu ’ SMIQT 021P KHTCIOL06
Duyét chung | cac khoan phat sinh vurgt mac quy BGH Phiéu chi Sau 2 Poi )
tir dinh, can bo di cong tc phai giai trinh | 'V | TP KHTC | UNC ngay | DM/QTOZPKHTCIOL07

véi TP KHTC va BGH trudce khi duyét

chi.

Thu quy xuat quy tien mat chi cho can

b¢ di cong tac dung vai s6 tién trong Phong Chiing tir Sau khi
Thanh toan phicu chi (Nguoi nhan tien phai ky, ghi | Thu quy KHTC ké toan da | ching tu

rd ho tén, so tien bang chir) KTV NGan han duoc phé da duoc

KTV mang uy nhiém chi ra ngan hang g g duyét phé duyét

chuyén khoan

Thu quy sap xép, luu trit ching tir theo B ching
Luu trit, s&p | quy dinh Thuquy | Phong |t ddy du Trong 5 gm;gggﬁiﬂggigg
xép ching tir | KTV luu trit chiing tir chuyén khoan KTV KHTC | theo quy ngay e

(néu co) dinh




