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QUY TzuNH

THANH TOAN TIiN LU'ONG VA CAC KHOAN TRiCH THEO LU'ONG

l. Mgc tlich, ph4m vi 6p dgng

a. Mgc dich:

Thanh toen luong, cic khoen trich theo luong cho ttng c6 nhdn nhim drim bio
ttoi siing cho CB, CC, VC, NV y€n tam c6ng t6c. khuy6n khich nguoi lao tldng ldm

viQc, hodn thanh t6t cdng viec theo nhi€m vg duoc giao vd <l6ng g6p quan treng vao

viQc hodn thi,nh nhiQm W chung cta trudng.

Quy trinh ndy dp dung cho don vi thidt lap. thyc hiQn duy tri trong c6ng vi6c
chi tri luong vi c6c khoen trich theo luong... cho CB, CC, VC, NV cta Truong theo

d[ng quy <linh cta ph6p luat lao ddng.

b. Ph4m vi 6p dung:

CB, CC, VC vir nhin vi€n thu6c Truong Trung c6p ngha Cam Lem.

2. Dlnh nghia vi tt vi6t tit
a. Dinh nghia:

Quy trinh thanh toen luong, cdc khoin rich theo luqng bit diu ttr thoi gian

ldm viQc cta cin bd, gi6o vi€n, nhan vi6n duoc ghi nhdn vio bring chdm cdng hing
thring cho tliin khi hodn thri,nh viCc thanh todn theo ch6 dd cho c6n b6, gi6o vi€n, nhdn
vi€n vd hach todn viro hQ th6ng kE todn.

b. Tt viiit tit:
- CB-GV-NV: C6n b6, gido vi€n, nhin vi6n
- P. KH-TC: Phdng K6 hoach-Tai chinh
- P.TC-HC: Phdng T6 chtc-Hanh chinh

3. Luu rlit
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l. Thri tuc thanh t{n lulng 2. 'l}l!r hi(h thanh tGin luong 3. l,ur trfr
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l.Ti6p nh6n

lh6ng lin
2. L6p si6y r[r du
to"in ng6n s6ch, iy

nhiCm chi

7. Luu lr&
chtng tir

6. Chuyen
chnne tn chi

luong den kho
bec, ngen heng

l.l,ap bang
rhanh todn

luong. cdc khodn
rrich lheo luong

1. K6 toen
trudng ki6m
lra, ki duyer

chrinS tir

5. KY duyet
chring tli



-l t.i
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TGn budc
c6ng viQc

\Qi dung
BQ phnn/

Ngudi thqc
hiin

BS phin/
Nguli ph6i
hqp thuc

hien

K6t qu:i at4t aluqc
H?n
holrn
thilnh

Bi6u miu

Bu(ic l.
l i6p nhrin
tha)n8 tin

+ Nh{n bring ch6m c6ng hdng
lhhng cua phdng TC-HC, da dugc
duyCr.
+ Nhan cdc quyet dlnh nang.
luung, php c6p khiic theo che d0
(neu phet sinh)

l'hong KlI-l C

BAng ch6m c6ng,
cric Quyet dinh nang
luong, phg c6p

0,5 ngdy

B uoc 2.

Lap bang lhanh
toiin luong, ciic
khoan trich
theo luong

+ CAn cir bring cham cdng dugc
duyel, lAp bdng thanh toan tien
luung, phq cdp.
+ Bring thanh toan cho d6i tugng
thu hudng

I'hong KtJ-TC

+ Bang thanh toiin
tidn luong, phg c6p
+ Beng thanh todn
cho d6i tugng thu
huong

0l ngay

Buoc 3.

L?p gra] rur o$
torin. llip gi6y
u; nhiQm chi

K6 torin h4ch torin nghi€p vu k6
toAn ph6t sinh

Phdng KH-TC
+ Ciay rtt du toan
ngen,sAch
+ (iiiv uv nhi6m chi

+ C2-02a,NS
(03)
+ C4-02a,'KB
(04)

Buoc.l.
K6 torin trumg
kiem rra, ki
duyet chrmg ttr

I'hirng KH-TC

+ Danh srich chi
luong, ciic khoin
lrichtheo luqng
+ Ciay rtt dU todn
ng6n sdch
+ Uy nhi€m chi

0,5 ngay

Buoc 5.

Hifu truong k!
duyet chung tt

Ki du)91 til cti cec chung lu chi
lur.rng

Phong KH-TC B0 chung tir chi
luqng

0,5 ngAy
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Ki tLrdn truong ki6m tra, kV duyel
chung tir
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Bi6u miu

Buoc 6.

ChuyOn chung
tt chi luong
d€n kho b4c,
ngan hAng

Kd todn chuy6n chimg tt di5n Kho
b4c vri ngin hdng

I)hdng KH-TC
Lucrng dugc chuydn
den tdi khorin cta
CB.GV-NV

Buoc 7. Luu
trr chhg ru Dong chung ti vi luu tr0 Phdng KH-TC

B0 chung tt thanh
loAn lucrng, cdc khoin
trich theo luong

0.5 ngiy



STT TGn c6ng cq/bi6u miu/hrning d6n Me ho{

I Bang thanh to6n cho d6i tugng thu hudng BM.P. KI I'TC.OI.1'TL

Bang thanh to6n tiAn luong, phu c6p BM.P.KHTC.O2-T'IL

Ciay rut du todn ngdn sdch nhd nuoc
BM.P.KHTC.03.TTL
Kj hi€u: C2-02alNS

.l tIv nhi6m chi
BM.P.KtI'tC.O4.TTL
Kj hidu: C4-02alKB

5. bi6u miu
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Khong ghivao
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