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QUY TRiNH

THANH TOAN TIEN LTIONG vl CAC KHOAN rniCU THEO LU'ONG

1. Mr,rc dich, ph?m vi 6P dgng

a. Mr,rc d[ch:

Thanh to6n lusn g, cil.c khoin trich theo luong cho tung cd nh6n nhdm ddrm bdro

clcri sdng cho CB-GV-NV y6n tAm c6ng t6c, khuy6n khich ngucri tao d6ng lirm vi6c,

hodn thdnh tot c6ng vi6c theo nhi6m vu duoc giao vir dong gop quan trqng vao vi€c

hodn thdnh nhi6m vu chung cua trucrng.

Quy trinh niy ap dUng cho dcrn v! thi6t lAp, thuc hi6n duy tri trong c6ng vi€c

chi tra lucrng v]r c5c khodn trich theo lucrng... cho CB-GV-NV cta Trucrng theo dung

quy dinh cua phrip ludt lao d0ng.

b. Pham vi 6p dung:

CB-GV-NV thudc Truong Trung cAp nghe Cam LAm.

2. Dinh nghia vh tir viiit tit
a. Dinh nghia:

Quy trinh thanh to6n lucrn g, cac khoan trich theo lucrng bit dAu tu thoi gian

lim vi6c cua c6n b6, gi6o vi6n, nh6n vi0n duoc ghi nhAn vao bang chAm c6ng hdng

th6ng cho d6n khi hodn thdnh vi6c thanh to6n theo ch€ d0 cho c6n b6, giao vi6n, nhAn

vi6n vd hach todn vao hQ th6ng kd to6n.

b. TiI vi5t tit:
- QT.TTL&CK'|TL: Quy trinh thanh toan lurong, cac khodrn trich theo luong

- CB-GV-NV: C6n b6, giao vi€n, nhAn vien

- P. DT-HC-KT: Phong Dho tao-Hdnh chinh-K0 to6n

3. Lu'u dd



UYT H TI-IANFI 'I O LU,ONG

l. Thir tqc thanh tofn luung 2. 'l'hut hiQn thanh to{n luung 3. Lm trfr
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7. Lu'u tr[r
ch(rng tir'
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3. Lqp beng
thanh tortrr

Iutrng, circ khoan
trich theo ltro'ng

I .'f i0p nlriin
th6rrg tin

2. Lip giiiy rirt clu

toirn ngiin sirclt, u1.'

nhiQrtr chi

6. Chuy6n
ch[rng tir chi

Irrong dCn khtr
birc, nglin hting

4. K6 to6n, ' .;trtrong Klem
tra, ky dLry€t

ch[rng tir

5. Ky duy6t
clr[rng tir



4. cte

TT TCn bu'6'c

c6ng vi6c N6i dung
86 phffn/

Ngrrd'i fhr.r'c

hi6n

BQ phln/
Ngu'o'i ph6i
ho'p thu'c

h i6n

K6t qu:i rlat drro'c
[Ian
hoan
thanh

Buoc l.
Ti6p nh6n
thong tin

+ Nh?n bdng ch6rn c6ng hang
thang cta b6 pharr hdnh chfnh.
dd duo-c duyQt.

q.u+ Nh cac di nl-r ltan v6t dng
ca itckh ht oe echuph p

lt Iitt S n h

K5 to6n
(thuQc P.DT-

HC-KT)

Bo phAn

hanh chfnh
(thuoc

P.ET-HC-
KT)

Bang chAm cong.
cac Quyet dinh
n6ng lucrng, phg
cap

0"5 ngay

Bucrc 2.
L6p bang
thanh to6n
luong, c6c
khoAn trich
theo luo'ng

+ CIn ct'bang chdrn c6ng
du'crc d.uyet. lap bang thanh
torin ti0n lu'cl'rg, phu cap.
+ Bdng thanh toan cho doi
tu'ong thu hu'crng

K6 torin
(thu6c P.DT-

HC-KT)

+.B6ng thanh todn
tien lu'cntg, phu
cap
+ Bang tharrh todn
cho doi tu'crng thu
huong

0l ngay
- BM.P.KHT'C.OI.OI
- BM.P.KHl-C.01 .02

Bu'crc 3.

t-Ap gi6ry nit
du'todn, l6p
giay uy nhiern
chi

Kd toan hacli todn nghi6lt vu
kd toan phat sinh

Kd todn
(thuoc P.D1'-

rJC-KT)

+ Gi6y rfrt clu'toain

ngarr.sdch
+ Giay uy nhienr
chi

Butic 4.

K6 to6n
truong kiOrn
tra, ky duy6t
cht'ng tt'

K0 toSn trucrng ki6rn tra" ky
duy0t chri'ng tu'

K6 to6n
(thuQc P.D1--

HC-Kr)

+ Danh sdch chi
lu'o-ng. cac kho6n
trich theo lu'ong
+ Gi6y rut du toan
ng6rr sdch
+ Uy nhiOrn chi

0,5 ngay

Bucrc 5.

IliQu truong
ky duy6t
chri'ng tu'

Ky duyOt til cA ciic chri'ng tu'
chi lu'crng

K5 toan
(thudc P.D't-

HC-KT)

86 chu'ng tu'chi
lu'o'ng

0,5 ngdy

Bi6rr nriu

- I]M.P.KII-I'C.O I .O]
- ItM.t,.KI I't('.01 .04



TT TOn bu'ilc
c6ng viQc

NQi dung
BQ phln/

Ngu'o'i thr,rc

hiQn

BQ phf,n/
Nguo'i ph6i

hg'p thqrc
hiQn

K6t quri dirt du'g'c

H+n
hoirn
thirnh

Bi6u rniu

BLroc 6.

Chuy6n ch[rng
tir chi lLrtrng

clOn kho bac.

nsAn hrinc

K0 rtxin chtr-r Cn chfrng rir clCn

Kho bac vai ngin hirng

K0 toirn
(thLrQc

P.D'f-r-{c-
K'l')

l-uong dugc
chuy6n dOn tii
khoan cira CB-
GV.NV

0.5 ngay

Buoc 7. [-Lru

trir chung tir
Dong chrrng tir vd lLrur trir

KC toan
(thuQc

P.D I'-HC-
KT')

BQ chung tu thanh
totin lrrong. c6c
khoan trich theo
lutrng



s. c6 bi6u miu
Mi ho5TOn c6ng cg/bi6u miu/hufng dinSTT

BM.KT.O 1.0 rI Bang thanh toSn cho d6i tuqng thy hucrng

8M.KT.01.022 Bing thanh toan ti6n lucrng, phu c6p

BM.KT.01.03GiSy rrit dr,r to6n ngAn sach nhir nuocaj

BM.KT.0 t.04uy nhi6m chi4



BM.KT.01.0l

u6u sti og
M.l hr6u: ......

^:St-t: ... ......
eANc rHANH ToAN cHo Dor ru'oNc THU HU'o'NG, ^.:(Kent tlteo Gioyrut du'todn/uynhi€nt clt.i so ..... ngay.... thdng. .. niint

Tii khoin du'tof n n Tii khoin tidn gii'i: I

l. Do-n vi sil dpng ng6n sdch

2. MA dcrn vi
3. Tai khoan thanh to6n cua don vi rno'tai ng6n hang thu'crng inai

f. NOi dung tld nghi thanh tbdn:
Do'n v Do

Tiri kho6n ngfln hing Trong do:

STT Hg vi t6n
chi
chriSii rai khorin

ngu'd'i hu'6'ng
TOn ngAn

hirng

T6ng s5 Lu'o'ng.vh
phu cip

theo lu'o'ng

Titin c6ng
lao tlQng thu'o'n

xuy6n theo hg'p tI

(r
t!

onot

Tiiin thu
nh4p ting

thOm

Tii,n
thu'6'ng

Tidn phu
cip vi trg'
cip khric

Tii'n
khorin

Tidn
hgc

bdng
(l) (2) (il) (12)(3) (4) (s) ((r) (7) (8) (e) (t0)

I OOI vO'i cdng chu'c, vi6n ch['c

I

2

II D6i vdi lao dong ho-p d6ng theo Nghi dinh
68/20004{D-CP)

I

2

III
pOi vO'i lao dOng thuo'ng xuy0n theo hop
ddng

I

2

i

I

I



5. Cdn c , bi6u miu
STT TGn c6ng cq/bi6u miu/hu6ng d6n Mi hori

1 Birng thanh to5n cho d6i tucrng thu hucrng BM.KT.01.01

2 BAng thanh torin tidn lucrng, php c6p 8M.KT.01.02

J Gi6y rut du to6n ng6n srich nhd nuoc BM.KT.01.03

4 Uy nhi6m chi 8M.KT.O1.04
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llirng ch[':

NG U'OI LAP

tsM.KT.01.02

uAxr;IHANHl'oAN TIEN LU'oNG, pHU cAp coxc cHU'c, vuiN cHU'c ruANc .....

ru roAx uru'oNc
Cum Liim, ngay thdng ndm
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8M.KT.01.04

wtiu s5 tect
Kf hi6u: C4-02alNSKhOng ghi vdo

khu vuc nay

uy Nnmm cHr
Chuy6n khoin El Tirin mat tai KB D

Ti6n mht taiNH fl
L6p ngay...... thiing..... n6m .........

56:.......

Don v! trri tiiin:

Dia chi:

Tai Kho bac Nha nuoc: ..

Tai khoan:

Md nhd tai tro:..........

N6i dung thanh toin Md ngu6n
NS

Ni6n ttQ NS s5 ttcn

I (2) (r, (4)

T6ng cdng

Tong so tiin ghi hing chir:
PHAN KBNN GHI

No TK:

Co TK:

Don vi nhiin ti€n

Dia chi: ..

Tdi khoiin

Tai Kho bac Nha nuoc (NH)

Hodc nguoi nhdn ti€n:.....

KHO B+C NrrA NUOC

.\'gtrr'.... .. tltittq tnnt. . .\gr)r . t/rartg... ttlim.

Thti qu! K6 torln t<6 toan tru'ri'ng Girim d6c Ngu.d.i nhin ri6n

DON VT rRA TTPX

\qtir'... .. thtirtg . nin .......

K6 to:ln tru'ri'ng Chri tni khodn


