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1, Mgc tlfch:

Quy trinh thanh to6n tidn luo-ng vd c5c khoAn trich n6p theo luong duo. c thuc hi0n
vd nhim ki6rn so6t vi6c thanh to6n tidn luo-ng, c6c kho6n trich theo luong cho vi6n cht'c,
ngudi lao dQng dugc thpc hiQn dring theo quy dinh cta nhd nu6c.

. Ph4m vi vh diSi tug'ng 6p dgng:

2.1 Phgm vi dp d1urg:

Quy trinh ndy quy dfnh viOc thanh todn ti6n lucrng vlr cac kho6n trich theo luong
tqi Trud'ng Trung cAp nghO Co khi x6y dpng.

Quy trinh nlry duo-c 6p dpng dtl thanh to6n tidn luong vd c6c khoAn trich theo i

luong cho viOn chfc, ngud'i lao dQng tai ctrc don vi trpc thuQc Trudng Trung cAp nghO Co' e

kiri xdy dUng (tril cdc do'n vi tr.u'c tlru6c tqr chd). 'i
(

3. CIn cri'ph6p Iy vn tiri liQu tham chi6u:
- C[n cu'c6c quy dinh hiQn hdnh vC ti0n luong vd c6c kho6n trfch theo luong; :

- Cdn crlr Thdng tu sd 1O7/TT-BTC ngdy l0ll0l2ol7 oiuaBQ Tdi chinh vd viOc ban

hanh Ch6 dq kC to6n hdnh chinh sU nghiQp;

- Can c['vdo Quy ch6 chi tiOu n6i b0 cta Trudng Trung c6p nghO Co khi xdy dung

ban hdnh kdm theo Quy6t dinh sd 205/QE -TTCN ngity 01161202l vi c6c vln bAn didu

chinh, b6 sung hdng ndm;

- Cdn cri vho Quy ch6 chi tiOn luong tdng th6rn cira Trudng Trung c6p ngh6 Co khi
xAy dpng ban hdnh kdrn theo Quytit dinh sO 403/QE-TTCN ngdy 0lllOl2O2O vir cdc var.r

bAn di6u chinh, b6 sung hdng ndm.

4. Dinh nghia vh tir vitit tit:
4.1. Dlrth rtglia: (Kh6ng co)

4.2. Tir vi\t nit

STT ttr vi6t tit Y nghia

1 BGH Ban Gi6m hiQu

2 VC, NLE Vi6n chuc, ngudi lao dQng

3 P.TC-KT Phdng Tdi chinh - I(6 to6n

4 P.TH Phdng T6ng ho-p

5 TTL Thanh to6n luong
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3.

4.

Lu'u tI6 (Xeru trang 5)

E4c tri (Xem trang 6)

Czic bi6u miu/ hu6'ng d6n

TT C6ng cU, bi6u m6u, hu6'ng d6n Mfl h6a

Bi|u mdu thwc hi€n theo Thong tu sO 107/2017/TT-BTC

I Bing chArn cdng COl-HD

2
B6ng thanh todn tidn luong vd c6c kho6n
trfch nQp theo luong th6ng .... ndm . ...

C02.HD

1
J B6ng thanh to6n phu cAp CO3-HD

4 BAng thanh to6n thu nh4p tdng th6m CO4-HD

5 Bang thanh to6n thudng CO6-HD

6 Bing thanh to6n hd, phdp hdng nSrn CO7-HD

7 Gi6y b6o ldrn th6m gio CO8.HD

8 ChArn c6ng ldrn th6rn gicr CO9-HD

9 BAng thanh to6n ldm th0m gid C1O-HD

IO
Bdng phdn bO ti6n luong vd BHXH,
BHYT, BHTN

C15.HD

ll Bing thanh to6n cho d6i tuqng thp huong MAu sd 09- KB

t2 Uy nhiQm chi M5u s6 16c1(C4-02a/KB)

l3 Gi6y nit dg to6n ng6n s6ch MAu s6 l6al(C2-O2alKB)
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TT Cic bu'6'c c6ng viQc
T16ch

nhiQm

Tiri liQu, bi6u
mau

YOu cAu
Thdi
gian
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Eo,n vi truc

thuQc;

P.TH;
P.TC-KT

CO1-HD;

CO8-HD;

CO9-HD

Dirng quy

dinh

Tir
ngey

01-05

hang

th6ng

Ti0p n1i6n Bdng chArn
c6ng vh c6c chimg tir c6

liOn quan

2 K6 toari
thanh to6n

CO2-HD;

CO3-HD;

CO4-HD;

CO6-HD;

CO7-HD;

C1O-HD;

C 15-HD;

MAu sd 09-KB

Dfng quy
dinh

02

ngay

ldrn

viQc

Lap bAng t
ti6r-r luong vr

trich the

han-h to6n
d c5c khoAn
o luong

1
J

K6 to6n

trucmg

Dring quy

dinh

01

ngey

ldm

viQc

Ki6ni so6t

4 Hi0u truong Ky duyQt

0,5

ngey

ldm

vi6c

5 K6 to6n
thanh to6n

UAu sO tOct
(Ca-02a/KB);

MAu sO 16at

(C2-02aArS)

Efng quy

dinh

05vrv

ngdy

1dm

vi6c

Lap ciSy
ho4c Uy

'[rt du to6n
rhiQm chi

6
Ky ldrili chr

tr'On dich

- K6 to6n
tru6ng;

- Hieu trucrng

0,5

ngdy
lim
viQc

Ly6n khoin
vU c6ng

7
K6 to6n

thanh to6n

05" )-
ngey
ldm
vlec

Chuy6n chring tir chi
t6i kho bac, ng6n hdng

8 P.TC-KT
Theo
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dinli
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DAC TA

Bu6.c 1: P.TC-KT ti6p nh4n B6ng cham c6ng vd c5c chung tir co li6n quan tu P'TH vd

cdc cdc do"n vi trqc thuQc co 1i6n quan.

Bu'6,c 2; Cdncu viro bing chfim c6ng, b6ng t6ng hqp gio gthngctra gi6o vi6n, gi6y chAm

c6ng 1d6 th6rn gi' .... dugc duyQt, K6 to6n thanh to6n lflp bing thanh to6n luong, phU

cAp vd c6c khof,n trich theo luong.

Bu6'c 3: K6 to6n truong kiOrn so6t, ky duyQt chri'ng tri'

Bu,6'c 4: K6 to6n thanh to6n trinh HiQu trudng ky duyQt thanh to6n'

Bu,6'c 5: C6n cf vho BAng thanh tofn dd dugc duyQt, kti torin thanh to5n 14p giAy nit dp

to6n ngAn s6ch ho[c Uy nhiQm chi'

Bu,6,c 6: l(e to6n trudng vd HiQu truong ky lqnh chuy,5n kho6n tr6n dich vir c6ng'

Bu6,c 7z Kd to61 thanh to6n chuy0n chung tir chi luo-ng vir c6c kho6n trich theo luong

d6n kho bac, ngAn hdng.

Bu,6'c 8: P.TC-KT chiu tr6ch nhiQm luu trff h6 so theo quy dinh.
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