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QlIV trinh nghicp \Ill tam frng, thanh gllv~ t toan 

T RANG THEO DOl 6 LAN C HINH Sl.J'A TAl LI ¢ U 

STT 

1 

2 

NQi dung sira dBi 
Lam ro muc dich. pharn vi, dinh 
nghia va n<) i dung quy trinh 
(rnuc 1,2,3,4 ) 

Cap nhat, sira d6i phan guy dinh 
chung m ~I C (4.2) 

Ngu yen nhan s ira dBi 

Chua co trong quy trinh 

Thi€u guy dinh, chua CI,1 

trinh bay kho xern 
the, 

L~n sira dBi 

29/912 0 15 

29/9/201 5 

3 
C?P nhat noi dung quy trinh mua 
sam, sira chira (rnuc 17) 

Thay d6i thong tu ella Nha mrcc 29/9/2015 I 

4 

5 

M l)C Ll) C: 

I , Muc dich 

2, Pharn vi ap dung 

3. Dinh nghia 

4. N()j dung 



Q UY trinh nghic p vu tam nng, thanh gUy~t toan 

1. Ml}c d ich : 

- Htrong d~n de (tan vi. ca nhan thong nhat thirc hien h6 S(1 tarn irng. thanh quyet toan 

duoc thuan lei, linh hoat. hieu qua, minh bach nguon t<'l i chinh tren co So' twi n thu quy dinh 

cua Phap lu ~t tai Truong Dai hoc Kinh t~ - Luat. 

- Xay dung quy trinh lam viec nham nang cao hieu qua cong v iec, elui t hrong dich V~I . 

tang cirong phoi hop cong tac giira cac dun vi, ca nhan d6 thirc hien theo chirc nang. nhiern 

V \1 co lien quan d~ n tai chinh trong Nha tnrong. 

2. Pha rn vi ap d ung: Cac dan vi. ca nhan va CH.Ve Truong Dai hoc Kinh t~ - Luat. 

3. Djnh nghia va van ban phap Iy 

3.1. D jn h nghia
 

- Quy trinh thirc hien: Th6ng nhfit cac biroc cong viec va bieu ma u.
 

- Thdm quyen duyet chi: Phan c6ng trach nhiern, tham quyen giai quyet cong viec .
 

- Quy dinh chung: Quy dinh v~ thai gian giai quyet coug vice. trach nhiem pho: hop
 

giira cac dan vi. ca nhan trong thirc hien h6 sa tam irng, thanh toan lien quan d6n tai chinh. 

- H6 S(1 tam irng, thanh toan: Quy djnh ho sa yeu call va bi~u m ~u ap dung eho tung loai 

h6 sa tarn (m g. thanh toan d~ de dan vi, ca nhan th irc hicn. 

3.2. Van ban phap ly 
- Quy che chi tieu n<)i b<) hang narn. cac quy dinh. quyet dinh. guy che va cac van ban 

lien quan do T nron g Dai IH)C Kinh tf -Luat, Dai hoc Quoc gia TP.HCM ban hanh; 

- Cac van ban lien quan den quan I)' va sir dung ngan sach, cac khoan thu, chi hoar dong 

sir nghiep, tien va tai san nha I1lf6'C: viec chap hanh phap lu~t. chinh sach che dQtai chinh ­

k~ toan cua Nha I1lf 6'C theo quy djnh ella phap luat. 

4.	 Qi d u ng :
 

- Quy trinh thirc hien
 

- Th ~m quyen duyet chi
 

- Quy dinh chung
 

- 116 so tarn (mg. thanh Loan
 



Ou," trinh nghiep \'u tam ti'ng , thallh qU\' ~t toan 

4.1. Quy trin h th ....'c hi ~1l 

T~p h(,rp chirng til' 

•K~ toan vien 

I 
K hong dl}t yeu du Dat yeu d u 

Trinh Truong phong 
du y ~ t chi 

Khong du th~m q uy ~n 

Trinh Hi ~u trutrng / Pho Hi ~u 

truo'ng ph u trach tai chinh 
d u y ~ t ch i 

L~p chu ng tir 
thanh toan 

Thuc hi ~n chi, 
ghl i nga n 



Ouv tr-inh nghiep HI ta m .rng, thanh quy~t toan 

M6 ta SO' d3 
Burrc I: Nguoi thanh toan tap hop chung nr
 

Butrc 2: K~ ioan vien kiern tra tinh hop phap, hop I~' cua chirng ur.
 

- Neu chirng ur khong dat yeu cau, K~ toan vien chuyen tra nguoi thanh toan d& hoan 

chinh h6sa. 

- N~ u clnrng tir dat yeu cau. chuyen sang biroc t j~p theo (e!6i voi chimg tit chuyen 

khoan lap phieu giao nhdn cluine (ti ' (M6.u M 05/TTNHKB). 

Binrc 3: Truong phong K~ hoach - T ai chinh xem xet neu du tharn quyen se duyct chi 

va chuyen cho Ketoan vien I?p chtrnz ur thanh toan. 

- Chi tien m~t: K6 toan vien I~p phieu chi, sau khi l(tp phicu xong chuyen cho Thu quy 

thirc hien chi. 

- Chuyen khoan: K~ toan vien I~p uy nhiern chi, gi ~y rut du toan, trinh ky. 

Burrc 4: N~u khong du tharn quyen duyet chi, clurng ltf se duoc trinh Hicu tnrong I Ph6 

Hicu tnrong phu trach tai chinh duyet chi (phong KHTC tap !uJP h6so' trinh ky) . 

Burrc 5: Hieu tnrong, Ph6 hieu tnrong phu trach tai chinh dong y duyet chi. clurng t tl' 

dug	 chuyen cho Ketoan vien d~ I~p chirng nr thanh toano 

Burrc 6: Thuc hicn chi. giai ngan. 

- Trirong hQ'P chi tien mat: Ke toan thong tin d ~ n nguo i t ~l1 11 irng, thanh roan. Thu quy 

thuc hien chi tien. Cac don vi. ca nhan true ti~p k)' nhan lien, Truong hQ'P nh ~n thay phai c6 

gifiy uy quyen (co xae nhdn ella dia phItong) , kern thea Clvl 0 6 1a ng uoi duoc uy quyen. 

- Truong hop chuyen khoan : K~ loan vien chuyen h1 sa, chtrng tir lien quan den ngan 

hang. kho bac thtrc hien giai ngan. 

4.2 . T h5m q uyen d uyet chi 

- Truong Phong K~ hoach - Tai chinh : Cac khoan chi thuong xuyen da co trong dir 

toan, mire	 duyet chi d~n 10 trieu dong. 

- Pho Hi~ u trunng ph u trach ta i chin h : 

+ K)Tduyet de khoan chi cho TT QHDN & Ho tro sinh vien. 1''1' Dao t90 TH-N vii 

ngan han tren co sa k~ hoach vii dir toan tai chinh da duC)'c H i~lI lnrang phe dlly~l: 

, K)' JlIy~l de khoan chi tlmang xuyen (tiJn (1ir!1l. Il/ l'O'C, llhien li¢u. moi truong, Will 

p!UJllg p!r flm. dir/ II thO(li, internet, ,!Ill' tin), 



Quv trinh nghiep vu tam u'ng, thanh guy ~t toan 

+ K)' duyet chi cac khoan sua chua. mua S~ 111 trang thier bi co mire kinh phi duoi 50 

trieu dong; 

+ K}' cac khoan chi theo hop dong dich V~I thue giang duong, hop dong dich Vl,J thue 

pluron g ti¢n el i chuyen; 

+ Ky duyet cac khoan chi khac theo uy quyen cua I I ieu trirong.
 

- Hieu trurmg: K)' duyet t,11 ca C{IC khoan thu, chi.
 

4.3. Q uy djnh chun g 

- D6i voi h6 sa dat yeti diu Phong K6hoach - Tai chfnh thirc hi ~n thanh toanogiai ngan 

then tha i gian nhu sau: 

(> idung TT Yeu cau/thoi gian thirc hien 

Ho sa tarn trng, h6 sa thanh toan chi thuong xuyen 
0 1 ngay lam viec 

(tnrong hop khong du tharn quyen) : 02 ngay 

1-1 0 sa thanh toan chuang trinh, de an, ngan han 
2 02 nga» lam viecc · • . 

(tnrong hop khong du tham quyen) : 03 ngay 

1-1 6 sa chi mua hang hoa, dich V ~I tung Ian co gin tri t tl' 02 n ~ay lam viec 

20 trieu dong tro len (da bao gom thue) thirc hien Thong tu 78/2 014/ TT-BTC 

3 thanh loan theo hinh tlurc chuyen khoan ngdy 18/6/2014 ella Br rst 
- Truong hop khong du thfrm quyen: 03 ngay chinh vJ viec 11I /,{m I dJn thi 

- Truong hop thanh loan qua k.ho bac: 03 ain 05 ngay hanh Ludt thui TNDN 

Cung d p hop d6ng (mua sAm han g hoa, dich V~I . tai
 

tro. hop hie ciao tao.. .lien quan den ta: chinh) den
 

phong K~ hoach - Tai chinh:
 
Ngay sou khi ky h9P dong 

- Tham muu v~ ccJc (1i~ u khoan lien quan ain hop adng 
(trirong h9'P tlurc hien cam 

trutrc khi trinh Ban Giani hie u ky duy et; 

- Thirc hien cam ki t chi thea quy dinh; 
ngay. ph ai lam phu luc hop 

- Thea doi, g iant sat. don tide thtrc hien thea cdc l1iJu 
tl6ng vJ aiJu chinh thoi g ian, 

khoan cua h9'P dong lien quail Ieli cliinh. 
hieu lire thuc hien hop dong) 

Tham quycn ky hop dong. thanh [y hop dong : Ni u
 

khong phai la ng tro! dai dlen theo phap ludt J...~., . veu
 

Cri ll dlnh kent gitiv ,iy quy en bang van ban (ban chinh
 

hoac sao )' ball chinhi.
 

I 



Quv trinh nghiep vu lam (mg, thanh gUy ~t loan 

Cam ket chi qua Kho bac NIHl nuoc (nguon NSNN) 

- Chi thuong xuyen: Khi kyohop dong mua ban hang Til' 3 di n 5 ngay lam viec 

4 
hoa, dich VI} co gia tri hop dong nr I00 trieu dong tra Cong vdn 56 50 7/K BNN­

len. THPC, ngclV 22/312013 ella Klw 

- Chi d~u tu: Khi ky hop dong cogia tri tir 500 trieu hac Nhit mCrJc 

dong tro len. 

Thue thu nhap ennhan 

- D6i voi ca nh an ngoai tnrong (k ~ ca sinh vi en) (Afau C09-HD) theo Thong 

5 
- C6 mire chi tir 2.000.000 d6ng/Ifm (thea nQi dung tt l" 111/2013/TT­B TC. ngav 

cong viec) tro len phai khau tnr thue thu nhap ca nhan 15/8/2013 vJ viec huang dan 

thea mire 10% tren thu nhap truce khi chi tra eho thlrc Men lwit thu d TNCN. 

nguoi lao dong. 

Hoa dan ta i chinh TT 6.f12013ITT-B TC, nga v 

6 Cdc khoan than li loan co g ia tr i tren 200. 000 do ng 15/5/2013 gu y e1inh ve hc5 a 

phai co hoa clan lai chlnh. e10n ban hang hoa. dich V ll 

Being ke thanh loan 

7 Kh i thanh toan ni L! co nh idu 11()0 do-n, chimg til' thi Mau 04/ TTTNt 

ng troi thanh form kip being ke thanh toan. 
NQP tien mat 

8 Cdc don vi, cd nhdn tuip t i~ n miit thuc hien theo mau 
. , 

g ifiy nop tien. 

Mau 07-GN T 

NQP tien chuyen khoan 

9 
Cdc don vi, ea nluin nop liJn theo hlnh thttc chuyen 

khoan, tai tro...phong KHTC thuc hien xac nhdn thea 
A1au A;f06-TrCK 

mau phieu thu liJn chuyen khoan. 

Chua diroc gino dir roan (nhiem vu d(J t xuat, p hat s inh) 

10 Truong h9'P 1 ~71 n ling, thanh toan lUlu chua dirac giao dir loan thi cd c don vi. ca nhdn 

lam to trinh, dinh kem du' tru kinh phi trinh Hieu tn tong k)l d uyet (A;f{7u 06-DTKP) 

N9i dung ghi thong tin t ~lI 11 irng du toan 

l l Ddi voi tam ling, thanh toa n du' toa n chi tiJI, ng iroi tam ling ghl ro kinh phi Ic~\' Iii' muc 

nao Clio d i t toan (vi du: DT 201 5 - muc 1.1 . muc 1. 2) . ! 
I 



QUY trin h nghicp vu tam "'fig, tha nh (IU" ~t loa n 

12 

Thong tin chuyen khoan 

Tam {mg . thanh toan ch uy en khoan yeu cizu thong tin "len vii s(I tai khoan" [10'!1 vi thu 

huang phai du ng nhir tre n h6so' chung HI' &1 10'" 

13 

C6ng tac theo doa n 

Truong h9'P d i co ng rae rheo do an. ctr nguoi (1(1 i dien tro ng do an eM tam ting. thanh 

loan cho ca doan d i co ng ULe 

14 

Cong tac tuyen sinh. coi thi. tot nghiep, lam viec oi cac dia phuon g 

D6i voi CB. VC (1U9'C Hie u triron g CLl: ai cong uic tuyen sinh, t6 Ch11'C thi, quan (v dao 

tao, tham gia cdc chuong tr inh him viec voi cdc dia phuong ... thirc hien gi~v iii dirong 

(md ll do phong TCHC p hat hanh). h09C (thai khoa bieu, lich thi do don vi xcly dung, 

dirac BG H k); duyet) dlnh kern h6 So' thanh loan. 

15 

Hoa don ghi tieng mroc ngoai (cl an vi h6 tro Phong Ilop tac Quoc te) 

D(5i vo i hoa don , chirng tir thanh loan ghi bang lidllg nutrc ngoai phai th itc liien dich 

ra liJng Viet (ban d ich chirng tir ra tieng Viet phai dlnh kem voi ban chinh tli ng JtI I'O'C 

ngoa i) khi thanh toan fD iJII 19 C li O Lua! Kd toan), 

17 

Thanh roan cac khoan chi tlnrong xuyen hang thang (xan g dd u, dien nutrc. dien thoa i, 

internet, v¢ sin h moi trirong. van p ho ng phdm). Cac don vi ch irc nang quan I)' true ticp 

thea doi, lam c1 ~ nghi thanh toan chuyen phong Kl IIC thirc hien chi tra. H6so gom: 

(I ) HQ"P dong, thanh IY. ngh iem thu ban giao (neu eo) 

(2) Gie1Y d ~ nghi thanh toan chuyen khoan 

(3) Bang ke thanh roan 

(4) Thong bao thu tien, hoa dan (ncu eo) 

]8 

T ruong hop ho sa tam (mg. thanh loan chuyen Phong Ke hoach - Tai chinh nlu rng 

khong all tham quyen duyet chi, yell cau trinh BGH ky dll. ~ l phan loai nhu sau: 

a) Ir5 sa tam irng/thanh toan: Sau khi kl"im soat, h6 So' {11i [1iJu kien tam l in g phong 

K HTC tong h9P h6 so' trinh Ba n G iam hieu ky duyet. 

b) I I<\ so xin chu tnrong, du tru kinh phi, dau ur. rn ua 55m, sua chua: Sau khi kien: soat 

t inh hop I);', h9P I{>e lla Ju3 sa . phong KHTC kY kiem soat dong thai chuv en tra I(u' h6S(t 

de' ca e don vi tr /nh Ban Giam h i~ u k)" duy?! 

c) Truong hqp BGH di cong laC thi tha i gian cha s0 a tr<,Yc cong them V ~IO thai gian (.10 

giai quy6t eong vi~c theo m\.-l c 4.3 (I ). (2), (3) t ~l i quy trinh nil)' . 
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QlIV trinh nghicp VlI him (mg, thanh Yllv ~t toan 

Thong lin ho so giira ngiroi thanh LOan va ph 6ng KHTC 

a) Ngitoi tarn ll'ng , (11Onh toan lien hi) voi kd loan vien phong KH TC del giao nhdn h6 

1sa va kic'm soat tinh h9]J (1, IU1P I¢ c ua h6 sa dJnghi. 

b) Tra ng truong hop C(J phat s inh ngoai quy dinh cua quy trl nh thanh toan. KJ toiin 

vien baa coo voi kinh (1(10 phong de' thong nhdt phirong an Xl i' I);. Sau do thong lin den 

ng troi tam llng, thanh toan biet (1e' thtrc hien. 

c) Truong h9'P khong (1l1 th6'm quyen, liinh dao phong bao cao Ban Giam hieu ddx in y 

kiln chi dao th irc hien. 

K~ toan vicn phu trach (co lh ~ thay d6i thea phan cong nhiern V ~I cua phong) 

I[9 va len Cong viec quan 1yTT 

Quan If ', kiem soot chung He thanh quyet 

toan lien mat; thea dol du toan; bao hiJm 
Pham Van Thao1 

sinh vien; dich VI}; thtrc hien nghiep v~ ki 
toan vat tu. tai san 

Qudn IY. kiem soat ho sa chung tir, theo diii 

nguon kinh phi) thanh roan quyet toan Iii: tai 

khoan ngdn hang: tai tro (tnt NCKHJ: theo 
Vi} Thi 1'6 Uyen2 doi hoi nghi, hoi thao; tuyen sinh. to t 

nghiep; cdc chirong trinh (trao doi, dao 

tao nutrc ngoai) 

Quan ly, kiem soat ho sa chimg ti r, theo doi 

nguon kinh phi, thanh loan quydt totin tirtai 

khoan kho bac; thuc hien nghiep V ~l kd loan 

a~ tai NCKH: h6 /1'9' xay dung kJ hoach 

hoat do ng, dir toan chi ngdn sa ch hang niim 

Quan ly hoc phi (trir LKD T trong I1IfOC); 

3 Le Thi Ninh Giang 

bien lai An chi,' dich V~ phuc V~ ngtroi h9C: 

thu Cal.' kh oan thu fi r ng trai h9C 

Quan ly thin luang . tie n cong, tien gicillg vel 

cdc khoiin thu lao khtic; the o do i. aefi chiJu 

cdc khoan trlch nop thco luong; tam ling 

4 Bui Th i NhLf Hang 

Hoang Xuan VLi 5 
luang ; quan If . cap pluit chimg IIi ' kh{ju tric 

thud TNCN, hoa dan 1{'1i chinh: thitc hien 

boo C(IO quyet {o l in thud 

Quem /}', th irc hien nglz i¢p vu ke Wan q ui'; 

cua Nha tru trng : quan ~1 : hoat (1i)ng lien hi! 
Nguyen Hong Nhung 6 

dao 1(10 (trong nuirc) : lJuan Z,'· hoot (1(5ng 

aao t (1O ng (7n h(m 
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QUY trinh ng hic p \' u tam u'ng, thanh yu\'~t toa n 

Tieu tlurc "nguoi mua hang (k v. ghi r5 ho ten)" : Theo diem (1 kho an 2 dieu 16 TT 

39/2 01PTT-B'f, ' ngay 3 1/3/2 () / 4. 

Dbi voi viec mua hang khong tn rc tiep nhu: Mua hang qua dicn thoai. qua mang, FAX 

thi nguoi mua hang khong nh!tt Ihidl phai ky, ghi 1"0 ho ten (J"(! 11 hoa aO?1. CAn ycu cau 

ngiroi ban hang 1<}p hoa don ghi r5 him hang qua ai¢n thoai. qua mc;mg. qua FAX. 

D6i vo i tam ling, thanh roan de tai NCKH thirc hien thco guy trinh huang dan NCKH. 

dira tren cac van ban phap Iy hien hanh va moi ban hanh. 

- Thong tu 55 /2015-TTLT-BTC-BKHCN, naav 22/4/2015 (thay th ~ TT 4412007) 

- Nghi dinh 95/20 14/ D-CP ngay 1711 0/2014 (v€ d5u ur va co che rc NCKI I) 
2 1 

- Quy~t dinh 898/QD-DI IQG-KHCN, ng,iv 18/9/2007 cua DIIQG-I ICM:
 

- Thong tu 93/2006/TTL T-BTC-BKHCN. ngav 411 0/2006:
 

- Thong ur 12/201O/TT-BGDD T, ngfw 2913/2010:
 

- Thong nr 152/200 7-BTC-BKHCN, ngav 17/1 2/2007 (dich thutiq .
 

4.4. Hf so' tam u'ng / th anh toan 

a) T a m irng, 

TT H6so' ye u diu B i ~ u m~ u 

I Giay de nghi tarn irng MJu C32-1 10 

Dinh kern h6 sa clnrng minh viec tam ling (ghi 1"0 thai han Mau C32-HO 1 

2 thanh toan) 

3 D\T tru kinh phi (chua co dtr roan chi tiet ) 
Mflu 06-DTKP 

b) T h a n h toa no 

1. T ha n h toan di co ng taco 

TT I H6 so' ye u diu B i ~u	 m~ lI 

1.1	 Ivs may bay 

I ../ Hoa don tai chinh: 
../ CU6ng ve (hoac ve d i ~n nr), the len may bay: 

I ,; Hinh thirc chuyen khoan 
Truong hop: Da trng fieri ca nlzan ad chi tra bang chuy en 
khotin: Dinh kern hoa dan . l!7 sao ke ngcin hang din li kem 

theo h6 so tlianh toan 

1.2 Cac n h iro'ng t ien khac di n h ke rn ve 

1.3 Cong tac phi 

I 
- C him g til" di cong tac: 

./ Quy01 dinh cir di cong (( IC (ne u duoc moi thani du' hoi 
Mau 04rn'TM 

thew. ho! fight (hi plui i ('6 1111 1' moi tham dtr); 
./ G i ~ y di duong (k.1"', (1ung da u noi di . noi dJIl): 



Qu" trin h nghiep vu tam u'ng, thanh qu,,~t toan 

T i~n an, tieu v~t va ti~n t hue ,ch6 0-: 
../ Thanh roan theo clurng ur thuc te phat sinh nlu rng khong 

vuot qua nurc quy dinh hien hanh; 
../ T ruo ng hop khong co clurng tir, thanh toan thco mire 

khoan quy dinh cua quy ch ~ chi tieu n0i bQ: 
../ ,'6 ngay diroc tinh thanh roan theo s6 ngay thuc t~ di va 

vb (nhu ng khong vtrot qua s6ngay theo quye t din h) . 
Chi ph i di la i: 

../	 Truong hop khong sir dung xe cua Truong. so ngay 
duoc thanh roan tinh then s6 ngay co mat thuc t~ ta i noi 
den cong tac (khong viro t qua s6 ngay quyet dinh) . 

../ Mire khoan theo quy ch~ chi tieu n9i bo; 
Tham kh ao: Thon g tu 97/20 10/TT-BTC. ngay 
0617/2010 ella B6 Tai chinh. 

UBi VO'j di co ng tac m nrc ngoai: 
../	 Dinh kern Bao cao co ng lac va dinh rmrc thanh roan theo MKu 13-NN 

Thong tu s5 102/20 12/T f -BTC ngay 2 1/6/20 12 Cl'la 80 
t,!i chinh. 

2 . Th u lao ca n hfi n. 

TT B i ~ u mliu 

2.1 

Lim viec ngoai gia 
Hang thung tong h9P g idy bao lam viec ngoa i gio, co .''((lc 

nhdn cua truting dan vi va g/l'i v~ P. TCHC tong hop, trinh 
Hie u truong It-v duye t. 

Mfr u co1c-HD 

2.2 

Thue nhan cong, khoan vice 
(e16 i voi cong VIll e cdn rang buoc trach nhiem, quyen 19'i, 
nghia vu lam hop d6J1g thue ng oai, khoan ch uy en mon). 

Mft u C09-IID 

2.3 
Thu lao khach moi 
(To' trinh, bang ke c1~ nghi than h toan vel mire chi do Hie u 
truons; phe duy et). 

Mfru I I-ON 

3. Ta clurc hQi ngh], hQi thao. 

TT 

3.1 

! 3.2 

H8 so' ye ll du 
../ Giav de nzhi thanh toan. " ~. . . . 
../ Dir tru kinh phi da diroc duyet, ke hoach. quyct dinh to 

chirc hoi ngh ] hoi thao, bao gia, hop dong; 
../ Nhirng kho3n chi bat bUQ c tarn irng/thanh roan b ~ n g 

chuyen khoan gem (ve may bay, chi ph i ill tiii lieu, time 
hoi trirong, phirong ti~ n di lai va hq']J do ng d(it l i ~ e, 

kh tich sail, tru ven thong): 
. • L 

../ II? ;] dan. clurng ur lien quan : . 

../ To chirc tai cac dia phuong dlnh kern gin)' di du o-ng (e1e 
rlwnh lOcll1 e6n g rac phi). 

Oanh sC\ch chi thll lao ban t6 chuc, h9i nghj. hQ i 1hilO. ban 
bien t ~l p . thll lao cho bao dlO vien. 

B i ~ u mliu 

Mau C32-HLJ hoac 
C32-IID I 

Mau C37-110 hoac 

C37-IIDI 

Mft u 06-DT KP 

Mliu 40b-I ID 
- -- ­... ...

-' .j M(rc chi theo qU\ djnh hi~n hanh va quv c h ~ chi tieu nQ i b(l -- ­ I 



Quv trinh nghicp vu tam ting. thanh guv ~t toa D 

4. TB chirc bao do chu yen d~. 

TT Hi> so' yell du Bi~u mfill 
./ Ke hoach to chirc thirc hien; 
./ V tru kinh phi thirc hien (neu aaco trong du' loan nam, Mall 06-DTKP 

4. 1 
chua co (h i' loan chi tiet); 

./ Hoa da n, chirng nr lien quan va thu moi d6i voi bao cao 
vien ben ngoai; 

./ Danh ach chi ti6n thu lao (ch.ve) ,' 

./ Danh Stich chi thu lao (ben ngoai). 
Mall 03!TTTM 
Mall C09-HD 

5. Cong tac coi thi giii'a ky, h~t mono 

Bi~u mfiu 
./ Tha i khoa bieu hoc ky, hang thang; 

TT Hi> so' veu C~II 

./	 Bang thanh toan thu lao coi thi; MAu 13al 

./ Bang tona hop thanh roan coi thi; 
5.1 

Mall 13b2 

•	 Thanh toan iien mat nga; khi t6 chirc thi. quyet toan 1
 
thang/lfin ; Vt10 ngay 0 1->05 thang k~ tiep .
 

5.2 •	 D6i voi chi ti6n ch~m bai. ra d~ thi 1 thang/lan, thanh
 
toan chuyen khoan.
 
Dinh mire thea quy che chi tieu noi bo hang narn .
 

6. Th i dua khcn tlnrong. 

TT Hi> so' veu du Bi~u mfiu 
./ Quyet dinh khen thiron g, danh sach dinh kern : 
./ Danh sach chi tien thu lao: 
./ M ua van phong pham, tang ph arn , hoa, mroc, trai 

cay. .. phuc VI} cong tac khcn thuong (dinh kem du' trit 
kinh phi. bao gia neu ( 6) ; 

./ Dinh nurc thanh toan thea quy ch ~ chi tieu noi bo: 

./ Thanh toan chuyen khoan ((16i voi sinh vien, hoc vien chi 
thanh totin liJn 1/ 1(1 1) . 

Mau 03/TTTM 

7 . la trQ' kinh phi dao tao, 

TT Hi> so' yeu du Bi~u mfiu 
./ Quyet dinh ClI di hoc; 
./ Bien lai thu tiEn hoc phi. kinh phi dao tao; 
./ Dan c1 0 nghi thanh toan (xac nhdn cua phong TC-HC vit 

trinh Hieu tnrong k1;' duyet) ; 
./ Dinh rmrc thanh toan thco quy che chi tieu nQi bO. 

8. Chi gino t ~ , ti~p khach . 

TT !"f 6so' xcu d u Bi~u mfiu 
./ Ban Giarn hieu ticp khach, phong TC -I-1C lam thu tu c 

./ thanh loan; 
C,ic dun vi duoc Ban Giarn hicu tty quyen ti0p khach . 

Mau 03/TTTM 

true tiep lam thanh loan. dinh kern phc duyct cluj tnrong MUll 06-DTKP 



QUY trinh nghicp YU tam (mg, thanh gUY ~t toan 

9. T B chirc cac churrng trinh, chuye n d~ ttl' van , t(;13 dam, h oc thujit, t~p huan, giao 

luu, trao dBi. 

TT HB so' yeu d u Bi~u m5u 
./ Ke hoach to chirc thirc hien (truong hop thirc hien theo 

ki hoach 16 chtrc cua dan vi cdp tren, cac(10'11 vi d in CI l' M ~ u 03/TTTM 

9.1 

ki hoach lam du tru kinh phi, lap danh sac h, quyet dinh 
cuthanh vien tham g ia) ; 

./ Danh sach ban chi dao, ban t6 chirc, khach rno i. baa cao 
vien, phuc V\ I, an ninh tr ~H ur: 

./ Bao gia, hop dong, thanh ly, nghiern thu, hoa da n. d~ 
nghi thanh toan (thue ngoai): 

./ Chi thu lao cho ca nhan ben ngoai (danh sach dutrc hieu 
trtron g duyet hoac th tr moi, h9'P dong khotin chuye n Mau 14-HDK 
man, thue ngoai): 

./ Danh sach chi thu lao (hen ngoai); Mall C09-HD 

./ Danh sach chi tiSn thu lao cho (cb.vc); Mau 03/TTTM 

./ Danh sach chi t i ~n thu lao (sinh vien); Mau 03/TTTM 

./ NOi dung catalogue, bandroll, backdrop; 

../ G i ~ y di dirong (neu cothanh toan cong uic phi, phu cdp 
va tidn time phong nghi). 

9.2 

Truo ng hop thue lao dong mroc ngoai tham khao 
N£hi dinh 102/20 13/ND-CP. ngay 05/09/2 0 13 cua Chinh phu 
ve viec guv dinh mot 56 diSu cua B6 luM Lao t10n g v~ lao 
dona nuoc naoai lam vice tai Viet Nam. 

10. Hoa t dQng cong doan, d oan hQi, cong tac d a n g (hQi ngh], t~ p huan, hQi thao, mila 

he xanh, doan - hQi). 

TT HB str yell d u 
./ Ke hoach to clurc tlurc hien (truong h9P thirc hien theo 

kdhooch t6 chtrc cua dan vi cap trim, cac ami vi d in ctr 
kdhooch lam dir tru kin h phi, lap danh sa ch, quyet dinh 
d e thanh vien tham g ia tlnrc hien): 

./ Danh such ban chi dao, ban t5 chtrc, thanh vien. phuc V\1. 

anh ninh tr~ l ur, khach moi (neu co); 
./ Thanh loan thue ngoai: Thuc hien bao gra. hop dong, 

thanh 1)1, nghiem tim. hoa don, giao nhdn vat ur. tai san 
(neu co), cong van d~ ngh; thanh toan: 

./ Chi thu lao eho ca nhan ben ngoai (danh sa ch dirac hieu 
tnrung duy¢! hO{IC l lu l' ma i, h9P c16ng khoon chl/y en 
m6n): 

../ Danh s,kh chi ti~n lhu lao (hen ngoui): 
I ./ Danh stich chi ti~n lhll lao (eb.ve): 

I ./ Danh such chi thll lao (sinh vien): 
I ./ NO i dung catalogue, bandral l. backdrop. . ,drnh kem: 

./ Khen tillmng ((1inh k t.~ m quydt ainh, dal1 h sd(17): 
I ./ Dinh kCI11 gifiy di dLrang (d6i vo-i C/ll l'O'I zg tl'lnh /() c/lli-c: 

Bi~u m5u 

MaLI 14-HDK 

M5u C09-HD 
Muu 03/TTTM 
Mdu 03ITTTM 



Quv tdnh nghiep vu ta m frng, lhanh yu y~t toan 

ngo ai ilia diem TP.HCkf, c6 thanh (0([11 cong (de phi, 
ph u cap WI tiEin thue phong nghi) ; 

./	 Dinh mire thanh roan theo du toan, dir lrtl kinh phi duoc 
duyet va quy chc chi ticu noi bQ hang n[1111 . 

11. Hoat dQng dam bao ch~t lunng. 

TT H6 so' ye u du B i ~ u mftu 

I L l 

D6i vo'i hoa t dt)ng khao sell 
./ K ~ hoach t6 chirc thuc hien, quyet dinh. danh sach ban 

chi dao. ban 15 chirc. h<) i dong, thanh vien. khach moi 
(neu co); 

./ Bao cao danh gia ket qua thuc hien; 

./ Danh such chi ti~n thu lao: Mau 03/TTT M 
D c3 i vrri hoa t d t)ng da nh gia d p chuong t rin h t heo tie u 
chu~n A UN-QA 
./ K~ hoach t6 chirc thirc hien, quyet dinh. danh sach han 

t6 chuc . hoi dong, thanh vien, khach moi (neu co): 
11.2 ./ Bien ban cuoc hop (toa dam, thao ludn ...) , bao GI0 danh 

gia dinh kern: 
./ Ban nhan xet, gop ycua phan bien; 
./ Danh such chi tien; 
./ Hop dong, thanh ]y. nghiem thu ban giao (ni u co) . Mau 03/TTTM 

11.3 

Doi voi t ~ p hll~ n cong tac d am bao chat hn,rn g 
./ K ~ hoach 16 clurc thirc hien, quyet djnh, danh sach ban 

chi d;;1O. ban t6 chirc, h<)i dong, thanh vien, bao cao vien; 
./ Bao gia, hop dong, thanh ly, nghicrn thu, hoa dan. d ~ 

nghi thanh toan (thui: ngoa i); 
./ Danh such ehi 1i~n thu lao: Mfru 03/TTTM 
./ Dinh l11U C thanh toan thee quy che chi lieu noi b<) . 

T ham khao: 
Thong tu 58/20111TT-BTC naav 1115/2011 elm B6 Tai chinh 

11.4 v~ huang dft n quan 1)< sir dung va quyet toan kinh phi thuc 
hien cac cuoc d i~lI tra tir von sir nghiep. 
Thong tu 13 9/201O/TT -BTC Thu lao bao cao vien. 

12. T5 clurc thi tll y~n sin h, t6t ngh iep. 

TT H6 so' yeu du Bi ~u mftu 

12.1 

./ Ke hoach to clurc tlnrc hien, quyet dinh. danh such han 
chi dao, ban t6 chirc, h<)i dong, thanh vien: 

./ Danh such chi ti~ n thu lao: Mall 06-DTKP 

./ Hoa dan ...) . Mall 03/TTTM 

12.2 
Dinh mire thanh roan thea quy che chi tieu n<) i bo hoac du 
roan kinh phi do Hieu tnrong ky duyet. 



QU\' trinh ng h iep vu tam "'ng, th anh quv ~t toan 

13. Mo' nganh, xay dung d~ cuo'ng mfm hoc. 

TT H6 so' yeu diu B j ~ u mfiu 

- Chirng til' chi 010' nganh g6m: 

./ TO- trinh de nghi mo nganh; 

./ D~ an (photo trang bia. m\IC luc); 

./ Chuon g trinh dao tao (photo m uc luc) ; 
13.1 ./ Bien ban h9P hQi dong, bien ban h9P tham dinh; 

./ Quyet dinh thanh I~ p hQ i dong (neu co): 

./ Quyet djnh giao nhi9111 V?/ (neu duac duyet); 

./ Danh sach chi ti~n thLl lao; Mfiu 03/TTTM 

./ Dinh mire thanh roan theo quy ch~ chi tieu /1 Qi bQ, 

- Chung til' chi xay d ung d ~ cuong g6m: 

./ K ~ hoach xay dung cl ~ cuong hoac to- trinh X<lY dirng d ~ 
cuong (dinh kem chi t i~t dJ cuong mon h9C. ghi ro noi 

13.2 dung xcly dung moi hoiic cdp nhdt, b6sung); 
./ Bien ban xet duyet ella bQ mon, khoa va ban cong t{IC 

giao trinh: 
./ Quyet dinh hoac van ban ky duyet ban hanh: 
./ Danh sach chi tien thu lao. Mfiu 03/TTTM 

Dinh mire theo QD cong tac giao trinh cua VEL va QD 
13.3 1395/QD-DHQG-DH&SDH. ngay 30/12/2011 va quy che 

giao trinh cua T ruong. 

14. Kinh phi ta i tro, hBtro' til' cac t6 chirc, ca nh an, 

TT H6 soyeu diu B i ~ u mflu 
Hf so' lien q ua n den ta i tro', hB tro' (tluc moi, hop (tong, 
thanh ly, cam kit ...): 
./ K~ hoach tri~ n khai va tlnrc hien kinh phi: 
./ Hoa cl on. tai lieu. he) So' minh chung dinh kCI11 : 

14. 1 
./ Bang quyet toan kinh phi tai tro, h6 tro cia sir dung hoac 

cong van xac nhan phe duyet kinh phi (xac nhdn ella nha 
tai tro) : tnrong khong kiem soar noi dung. dinh mire chi; 

./ 86i voi tai tro h6 tro cho mua sam thuc hien thea guy 
djnh hier: hanh. Dfi u moi cho cong rae trien khai then 
quy trinh ella phong QTTB. 

C~l C kh oan thu tai tro', hB tro': 

14.2 

./ Tim tien m~t (phong KH-TC thirc hien phieu thu tien, 
trinh k)i, dong (kill ); 

./ Tim tien chuyen khoan (phong Kli- T . thirc liien xlic 
nhdn chuyen kltoa n. trinh kY, don g drill) gui chung ur 

Mall 07-GNT 

Mfl u M07-TTCK 

cho cac don vi. ca nhan. 
Ket thuc chuang trinh. de anC{lC don vi, ca nluin l~ p h9'P h{) 

[4.3 sa, chirng ur ban giao elll) phong KH-TC 0 1 ( Jl1 Ql) hi) chlrng 
lLr b ~1f1 sao d6 lUll trtr. 



Q uv trinh nghicp vu tam u'ng, than h gu v ~t toa n 

15. HB tn.r di~ u ki~n hoc t~p sinh vien chuyen nganh Mac - Le nin. 

TT B i ~ u mliu 
./ Danh such grang vien giang day M {lC - Lenin (diroc 

J1II'cYng mire 45% pliu cap ttu diii hang ruun c(l xac nluin 
cua phong TC-HC): 

./ Quyet dinh ell' di nghien ciru thuc t~ (co kern danh sik h s6 
luang ngiroi di); 

./ Lich trinh di nghien ClTU tlurc t~ ; Mau C32-110 hoac 

./ Being bao gia: 

./ I-IQ'P dong; 
C32-HD I 

./ Thanh I)' hop dong: Mau C37-HO hoac 

./ H6a dan tai chinh; 

./ Ve may bay hoac ve d icn ttl, the len may bay (neu di bang 
may bay): 

./ Van ban cua DIIQG v~ str dung kinh phi di nghien ciru 
thuc t ~ . 

C37-I1 DI 

16. T ha nh toan bien soa n, in gia o t ri nh. 

TT Hi> so' ye ll du Bi ~ u mli u 
Bien soan giao t r in h 
./ Bang ke thanh roan thu lao lac gia bien soan giao trinh: 
./ Quyet dinh ella Hieu tnr ong eho phep XUClt ban giao trinh 
./ Quyet dinh thanh I?p hoi d6ng tham dinh giao trinh; 
./ Bien ban h9P h()i dong tharn dinh giao trinh; 
./ Nhan xet ella phan bien giao trinh; 
./ Ph i ~ u danh gia nghie rn thu ella tung thanh vien trang hoi 

d6ng (danh f!;ia thea tieu chi vii s6 trang ). 

In gia o tri n h 
./ Bang baa gia 
./ Oil toan (hoac Tatrinh) 
./ Quyet dinh chi dinh thau 
./ HQ'P dong (2 bo) 
./ Bien bun ban giao (2 b<) 
./ Bien ban nzhiern thu (2 b6)_ . . . 
./ Hoa dan 
./ Thanh 1)' hop dong (2 bo) 
./ Photo trang bia. trang cuoi giao trinh dinh kern 



-

QUY trinh nghiep YU tam u'ng, thanh quy~t toa n 

17. Q uy trin h mua , ~ m , sira chira tai sa n 

17.1. Van ban phap I)' 

- Lua t s6 43/20 I3/QH 13 ngay 26/l 1/2013 da dircc Q uoc ho i mrc c Con g hoa xa h()i 

chu nghia Viet Nam khoa XIII. ky hQP thtr 6 thong qua ngay 26 thang I I nam 20 13 co hieu 

I~TC tir ngay 01 thang 7 nam 20 14; 

- Nghi dinh s6 63/20 I4/ND-CP ngay 26/6/20 14 ella Thu nrong Chinh phu Quy dinh 

chi ti~t thi hanh mOt s6 di ~u cua Luat DAu thAu v~ hra chon nha thAu thea Luat so 
43/2013/QH13 co hicu I~TC ur ngay 15/8/2014; 

- Cong van s6 260 1/KBN -K CS cua Kho bac ha rurcc ngay 1411 0/20 14 v~ viec 

huang dun mot s6 noi dung moi kh i thirc hien Luat dAu thau. 

- Can cir khoan 3. Di ~u 64 - Nghi dinh s6 63/20 14/ND-CP ngay 2616/2014 Lira chon 

nha thAu d6i voi guy mo nho (Iii goi thdu cu ng cap dich V\l tu van. m ua slim hang lioa cog i6 

tri kho ng qua 10 ty a6ng: go i thdu xdy ldp, hon hop co g ia tri goi thdu khong qua 20 ty 

dong). Gia tri bao dam du thau ttl' 1% den 1,5% gia goi th<1u: gia tri bao dam hop dong tir 2% 

d ~n 3% gift hop dong. 'h i phi trong qua trinh Iva chon nha thAu tlu rc hien theo DiGu l) - Nghi 

dinh s6 63/20] 4/ND- CP ngay 26/6/20 ]4. 

]7.2. 0 6i voi hinh thirc chi dinh thAu 

- H QIl mire tip dung 

Khong qua 500 trieu dong d6i voi goi thau cung cap dich vu nr van. dich vu phi tLT 

van. dich vu cong; khong qua 01 t)' dong d6i voi goi rhau mua sam hang hoa. xay I[lp. hall 

hop, mua thuoc, va: tLT y t~ . san pham cong; 

Khong qua 100 trieu dong d6i voi goi thau thuoc chr toan mua sam thuong xuyen (til ' 

20 trieu dong fro' fen (1in khong quo 100 trieu do ng). 

- Hb so thanh toan 

TT 

1 

2 

H8 so' yeu diu 

Quyet dinh (hlu tlf ho?c ttY trinh. ke 
hoach diroc phc du yet 

TO' trinh xin phe duyet du roan 

(Hilu P.QTTB) 

T hong 
t h u'c'mg 

x 

x 

I 
I 

I 

Rut go n 

x 

x 

B i ~ u m~u/h8 so' 

02 him 

() 1 ban 

.., 
.) 

Quyct dinh phe duyet du toan 
dinh kern : x iy liip - {(ii /ifll v{: th idt ki : 

mlla slim - y ell c(i ll (1(1£: rinh. r/uJng s6 
ky th/u)t, sci /wmg , (10'11 g id, t/z il l/ Ii tiJn . . 

I doi vi)'i /Ulllg /z ou (I/h l crJ) 

x 

I 
I 

x 02 b'l ll 

I 



--

Q UY trinh nghie p vu tam ling, thanh quy~t to ~i n 

T<'J trinh phe duyet ke hoach hra chon x
4
 0 1 ban 
nha thliu
 

Quyet 
. 

dinh phe duyet kc ho~c h II,1'a
 x
5
 02 ban 
chon nha thau
 

x
IT6 sa yeu cAu (Mdu P.QTTB)6
 0 ] h6 so
 

x
 0 ] ban Baa cao tharn dinh h6 sa yell cau
 

x
 

7
 

01 ban TO' trinh xin phe duyet ll(\ sa yeu du
 

x
 

8
 

Quyet dinh phe duyet h6 SCY yen c5u 9
 02 ban 

Toi thieu 03 nha x
I-I6 sa d~ xu5t elm Nha thau 10
 
tlu1ll 

Baa cao danh gia h6 so de xudt cua x
1I 0 1 ban 
Nha thfiu
 

TO' trinh Xll1 phe duye t ket qua chi
 [x
12
 0 1 ban 
dinh thau (JUdu P.QTTB) 

. . 
x
 x
13
 Ban thuong thao hop dong (neu ( 6) 01 ban 

Quyet dinh phe duyct ket qua chi dinh x
 x
14
 02 ban 
thau (Mdu mua Sillll-KHTC)
 

x
 x
Hop dong (A1,iu mUG se1m-KHTC) 15
 02 ban I
 . . x
 x
16
 02 b,ln 

I 01 ban chlnh va01 

Ph\1luc hop dong (neu co) 

x
 x
17
 Baa dam tlurc hien hop dong 
ban sao y 

Bien ban nghiem thu ban giao x
 x
18
 02 ban (iV/du mUG s(im-KHTC) 
i
Bien bim giao nh ~ n tai san/ban giao 
I
 

x
 x
TSCD (neu co) 19
 0 1 ban 
(iV/rIu mua s(im-KHTC) I
 
Bien ban thanh Iy hop dong !x
 x
20
 02 ban I
(Melu mua siun-KHTC) 

I
 

x
 x
I16a dan
 

Chung nhan xuat XlT. chung nhan chat
 

2 1
 

I
x
 x
22
 Ban .ao y
luong (CO/CQ ) (neu '0)
 

Nhat ky cong trinh. ban ve hoan cong
 x
 x
23
 
(neu co) . Phong QTTB luu 

Bang xac dinh gi{1tr] khoi luong cong
 
viec houn thanh theo hem dong d0 nghi
 

x
 x
24
 thanh toan (phu luc 03(0: bang xac 02 bun 
dinh gia tri khoi hrong phat sinh (phu 

I ( IC O<!) 

01 ban chinh I x
 x
Bao lanh bao hanh 25
 
va () I ban sao yI
 



Quv trinh nghicp vu tam u'ng, thanh gllv~t toan 

26 Giay bao hanh. Phong QTTB luu x X 

27 

28 

Giay de nghi thanh roan chuy en khoan 

cua nha thau hoac nguoi thanh roan 

Giav rut von dau ur (thanh toan qua 

Kho bac) hoac Oynhiern chi 

x 

x 

x 

x 

01 ban 

29 
Giiiy de nahi thanh roan vonb • 

(thanh toan qua Kho bac) 
, . 

dau tU' x x 

Ghi chu: Phdn danh dd u (x) It} ye ll phai thuc hien. 

17.3. D6i voi hinh thirc Chao hang canh tranh 

- Han InLt·C ap du ng 

+ Chao bang canh tranh thea quy trinh thong thuong ap dung d6i voi goi thALI (Goi 

thdu dich V~ phi tir van thong dung. don gian; goi thdu mua sam hang hoa thong dung, san 

co tren thi truong voi d(lc tlnh kjJ thutit duac lieu chudn hoa WI tirong duong nha u v~ chat 

luong; goi thdu xdy 16p cong trinh don gian da co thidl kd ban ve thi cong (1if(J'C ph e duy et) 

co gia tri khong qua 05 ty dong, 

+ Chao bang canh tranh thea quy trinb rut gon ap dung d6i voi goi thau co gia tri 

khong qua 500 tr ieu dong (goi thdu go! thdu dich Vl;I phi til' win thong dung) : g6i thau cogia 

tri khong qua 01 ty dong (goi tluj u mua sam hang hoa thong dung, san co tren (hi trirang voi 

diic tinh kjJ thudt dircc tieu Chll{in hoa va tuong diiong nhau vJ chat luang; go i thdn Xcly lap 

cong trinh dan gian da cd Ihid( kd him ve thi cong c1w1Cphe duyet): goi thftu dt)i voi mua sam 

thuong xuyen co gia tr] khong qua 200 tr ieu dong. 

+ Chao han g canh tranh diroc tlurc hien khi dap irng dll die di6u kicn sau clay (co ki 
hoach lira chon nha tllciu {1iWC phi! duyet; co dtr toan phi! duyet tlieo quy dinh; (Iii dtrac br5 tri 

von theo yeu cdu tien c1(J thirc hien goi thau) . 

- H6 so' than h toan 

TT 

1 

1-16 so' yeu cAu 

Quyet dinh dc'iu tu hoa c la trinh, ke 
ho ac h diroc phe duyet 

T hong 
th unng 

x 

Rut gQn 

x 

Bi~u mfiu/hf> so' 

02 han 

I 

2 1 (y trinh xin phe duyet dir LOan x x oI bun 

3 

4 

Quyet dinh phe duyet dl;f loan 

(p!l\1!z,lC dfnh keno 

)16S(Y yeu cAu 

x 

x 

x 

x 

02 ban 

01 bc.ln 

5 Ban d lO tham dinh hl) sa yeu cA ll x x () 1 ban 



Ou" trinh nghier vu tam uong, thanh q u ,, ~ t t03n 

6 TO' trinh xin phe duyet h6 sa yell cau I x x 01 bun 

7 Quyet dinh phe duyet h6 SO' yeu cau I x x 02 ban 

Ho sa de xuat ella Nha thau 

8 ((16 i vo i hinh thtrc n it g9 n t6i thii u 03 x x 01 h6 sa 
nha thdu) 

9 
Bien ban dang than (dinh kern danh 

such nha thAu mua h6 so thau ) 
x x 0 1 ban 

10 
Bien ban ma thau (dinh kern danh 

such nha thau nop h6 S(1 thau) 
x x 01 ban 

I I 
B {lO cao danh gia ho 

Nhit thAu 

sa de xuat cua x x 01 ban 

12 Ban tlur ong thao hop dong x x 02 ban 

13 
TO' trinh xin pile duvet ket qua " . 
chon nha thau 

Iva x x 01 ban 

14 
Quyet dinh phe duyet ket qua hra chon 
nha thAu (k l6 u mua s{7m-KHTC') 

x x 02 ban 

15 
Dang bao (ban p hot o 

thong tin dilll th6 u) 

s6 bao dang x x 01 ban 

16 Thong baa trung LhA u (neu co) x I x 

17 Hqp dong (k fclll mua s(ml-KHTCj x x 

18 Phu luc hop dong (neu co ) x x 

19 Baa dam thirc hien hop dong x x 01 ban chinh va 0 I 
ban sao v 

20 Baa lanh tarn irng hop dong (ni u co) x x 

2 1 
Giay de nghi cam ket chi NSNN 
(neu co) 

x x 02 bun 

22 
Bien ban nghiern thu ban giao - ,
(k ld u mua silm-KHTC) 

x x 02 ban 

Bien ban giao nhan tai san/ban glaO 

23 TSCD (ndu co) x x 01 ban 
(l\;/du mUG s[1Il1-KHTC) 

24 
Bien ban thanh I;' hop dong 
(1\;/6 u mUG s6m-KHTC) 

x x 02 ball 

r-) Hoa don x x 

26 
Chung nhan xua: xir. chirng nhan chat 
hrong (CO/CQ). (neu cn) 

x x 

27 INh ~ t ky cong trinh. ban vc hoan congo x 
I 
I 
I x 

I Phong QTTB ltru . I 
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28 

Bang xac dinh gift tr] kho i luong cong 

viec hoan thanh thea hop dong d0 nghi 

thanh toan (phu hie 03a) ; bang xac 

dinh gia tri kh6i hrong phat sinh (phu 

x x 02 ban 

29 

hie 04) 

Bao tanh b:'10 hanh x x 01 ban chin h va 
ot ban sao v 

30 

31 

Gi§y b:'10 hanh. Phong QTTB luu 

Giay de ngh] thanh roan chuyen khoan 

ella nha th ~ u hoac ngiroi thanh toan 

x 

x 

x 

x 01 ban 

32 

,., ,., 
.:U 

Giay rut von dau ur (thanh loan qua 

Kh o bac) hoac Uy nhiern chi 

Giny de nghi thanh loan von dau tu 
(thanh toan qua Kho bac) 

x 

X 

x 

x 

Chi chu: Phon danh ddu (x) lCI ye u phai thuc hien. 

17.4. Obi voi hinh tlurc Lira chon nha thau, nha dAu nr (ddu thdu r6ng rdi, han che {/(Ji 

voi goi th6u mua sam hang hoa, XlIY hip , h6n h9'P thea phitong thtrc hai giai doan). 

- Phuong thiic dci ll [lul u 

a) Phuong thirc dAu thdu mot tui h6 so 

Nha thall nop h6 so dtr thau g6m d~ xuat v~ ky' thuat va d~ xuat v~ tai chinh thea yeu 

cau ella h6 So' moi thAu . Viec mo' thAu duoc ti~n hanh mOt Ian. 

b) Phu ong tlnrc dAu thau hai tid h6 so 

Nha thftu nop d~ xuftt v~ k5' thuat va d~ xuftt vt tai chinh rieng biet thea yeu d ll ella 

h6 So' moi thau, Vi9C rno thAu duoc tien hanh hai IAn; trong do, d~ xuJ t v0 ky th u~ l sc diroc 

mo truce d~ danh gi£I , de xufr t v~ tai chinh cua tftt ea cac nha thAli co d~ xuftt ky thuat duoc 

danh gi,l Iii dap ling yell cfrll duoc mo sau d@ danh giri tong hop . 

c) Phuong thirc dAu ltu111 hai giai dean duoc tlurc hien thea trinh ur sau day 

+ Giai doan mot: Can Cll" h6 sa mai th6u giai [10(112 mot, e{1c nha thdu nop c1J xudt vJ 

1-.--5; thuat, [r im co' s(} trao tloi voi tung nha th6u tham gia giai dea n nCIY se xac dinh hr5 sa moi 

th(;ll g iai doan hai; 

+ Giai dean hai: Can CIl' h6sa mai th6u giai c10(l l1 hai, CelC nlzd Ilzdll &1 Ih{/m gia giai 

(10WI 1II{)t C11WC m(J'Z m}p 1)(5so' d (1' thdll giai aoqn Iw i hao g6m: c1J Xl/eft vJ ky Ihll (il ; tid Xl/At v~ 

l il i ehinlz. l rong de) co g ia d~r 11z6u, 
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- H6 so than h toan 

TT 

1 

Ha so' yeu cA u 

Quyet dinh phe dU Y9t du {UL du toan 

mua sam hoac ta trinh. k~ hoach du oc 

Mi)t tui 
haso' 

x 

Hai t u i 

h8 so' 

x 

B i ~ lI mfiu/h6 so' 

02 ban 

2 

phe duyet (phu / ~ I C nen co) 

Lira chon danh sach ngan x 01 ban 

3 H6 sa moi dul u x x Da n vi trung thfr u 

4 TO' trinh phe duo~ t h6 sa moi thliu x I x 0 1 bun 

5 Quyet dinh phe duyet h6 sa moi thft u x I x 02 ban 

6 Thong baa moi thau x x 01 ban 

7 
Dang baa (btin p hoto 

thong tin d6u thdu) 

so bcio dang x x 0 1 ban 

8 Danh sach nha th,lu rnua h6 sa x x 01 ban 

9 Danh sach nha thau n<) p h6 sa x x I 
I 0 1 ban 

10 

II 

12 

Bien ban mo thliu (ky thuat, tai chinh) 

Ho So' dir thau va cac tai lieu Hun r6 ho 

sa dir thau (neu co) cua nha thau 

Quyet dinh tharn l(i p to chuyen gia xet 
thilu cho go i thau 

x 

x 

x 

x 

x 

x 

I 
I 

I 

0 1 ban 

01 ban 

0 1 ban 

13 

Bao cao danh gia ho sa du thau (yeu 

cd /l v~ ky thudt; h6 So' c1~ :mdt vJ tai 

ch inh trong danh sach duoc duyet) 

x o1 ban 

14­
TO' trinh XIII phe duyet ket qua lila 
chon nha thau 

x x 0 1 bun 

15 

QLI, et dinh phe duyet ket qua hra chon 

nha thc1 u (dJi voi ha i tui h6 SO' thi rc 

hien sa u khi thirong thao h9P d6 ng) 

(Mciu mua s[lIn-KHTC) 

x x 02 bun 

16 

Thong baa trung thau ((1o t' voi ha t' tui 

176 so' thicc liien sa il kh i co kdt q ua lira x x 01 ban 

17 

chon nha thau) 

Thong bao moi thi rong thao hop dong 
, 

(n eu co) 
x x 0 1 ban 

18 

Thuong thao hop dong (do t' v01 ha t' tu i 

116 SO' thuc hien trutrc kh i trinh p he 

duyet kit qu a lira elton nha thdu) 

x x 02 ban 

19 Hop d6ng (MJII IIIlIa s(ml-KHTCJ x x 02 ban 



-

QUY tdnh nghicp YU tam lI'ng, than h qUy ~t toa n 

20 Ph~1 I~JC hop dong (nJlI co) x x 02 ban 

2 1 Bao dam thirc hien hop d6n!!. I 
x x 01 ban chinh va 0 1 

ban sal) 'I' 

22 Bao lanh tarn irng hop dong (neu co) x x 01 ban chinh va 01 
han sao y 

23 Bien ban nghiern thu ban giao x x 02 ban 

Bien ban giao n h~n tid san/ban giao 

24 TSCD (neu co) x x 0 1 ban 
(}vla u m UG s(lJn -KH TC) 

25 
Bien ban thanh I)' hop dong 
(};Ia u mUG s(jm -KHTC) 

x x 02 ban 

26 H6a don x x 01 ban 

27 
Chung nhan xuA t xir, clnrng nhan chat 

hrong (CO/CQ). (nJ lI co) 
x x 03 lien 

28 
Nh~ t ky cong trinh, ban ve hoan cong 
(nJu co) 

x 03 lien 

Bang xac dinh gifl 11'1 khoi IUQ' ng cong 

viec hoan thanh thea hop dong d~ nghi 

29 thanh toan (p h u luc 03a) ; bang xac x x 02 ban 
dinh gia tri kh6i luong phat sinh (phu 

luc 04) 

30 Bao lanh baa hanh x x 

31 
Gin)' de nghi thanh toan chuyen khoan 

elm nha thau hoac ngiro i thanh loan 
x x 0 1 ban 

32 
Giay rut von dau nr (thanh toan qua 

Kho bac) hoac 0y nhiern chi 
x x 

"'"' -'-' 
C ' ~ nay de nghi thanh toan von duu tu x x 
(tha nh loan qua Kilo bac) 

Ghi ch u: Ph dn dan h ddu (x) Ie} y ell phai thuc hien. 

17.5. D6i voi tnrong hop J11ua sam hang hoa. dich V\I. sira chira nho co gia trj khong 

qua 20 tricu dong. 

STT Thi.i tuc thanh toa n 
DU'o; 

5 tr i~ u <16 ng 

Til' 5 tri ~ u 

d~n durri 

20 tri~ u d6n ~ 

Bi~u m5 u 

fh i) so' 

I 
To trinh va dir tru kinh phi du oc duyet 
hoac quyet dinh phe duyet du loan 

x x 0 1 ban 

2 Bao gia canh tranh (rJi rhi~l/ () I bela gia) x 

"' -' Bien ban nghi ern thu ban aiao (mill co) x 02 hall 

4 Bi en ban giao nhan tai san/ ban g laO x 01 ban 
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ITSCD (neu co) (Mdu mua s.un-Kiil C) 

5 1-16a Gun x x 

6 
Chu ng nhan xuat XlT. chime nh~ nD 

luong (CO/CQ), (neu co) 

chat x x 

7 Giay baa hanh (nJ u co) x x 

8 Gifiy at nghi thanh toan x x 

Cae tri ro ng h9'P mua sam kho ng ye u cd u hoa don, th i khong ye u ctiu phai cn bao eia. 

Chi chu: Phdn danh dd u (x) La ye u p ha i th irc hien. 

18. Hoat dong cac chuang trinh, d~ an (Chuang trinh CDIG: chuang trinh chat lirong 

cao ; elc nhdn tai nang; {1J an I1g0(11 ngii; chuang trinh song ng ir; chuang trlnh Lien kdl dao 

tao nutrc ngoa i; sinh vien Lao, Cap uch ia ; phong rna phong TTTC,- hoat dong dich v ~" dao 

1(10 ngim han , a~ an 911). 

TT 
Thii tuc 

tha nh toan 
COlO, 

9 11 
CLC Cl TN 

D~ 
an 
N T 

CT 
song 
ngu' 

Li en 
k ~ t 
DT 
N 

Lao-
CPC 

TT 
DTNH 

Pho ng 
M P 

TTTC 

1 

QD phe duyet 
d ~ an, chuan g 
trinh, BTC. rna 
lap. kinh phi .. . 

x x x x x x x x x 

I 

2 

3 

4 

5 

6 

K~ hoa ch , 
chuang trinh 

Danh sach chi 
ti€n thu lao , 
danh sach lop 

Hop dong 
khoan /mon 

Bien ban hQP, 
bb hoi dong 

Bao cao danh 
gia ket qua 

x 

x 

x 

x 

I 
I 
I 

I 

x 

x 

x 

x 

x 

x 

x 

x 

x 

x 

x 

x 

x 

I 
I 

x 

x 

x 

x 

I 

I 

x 

x 

x 

x 

x 

I 

I 

x 

x 

x 

I 
I 
I 

I 
x 

x 

x 

7 

~ 

Thong tin eel 
I1h ::111 d6i vo i 
lao do ng ru roc 
ngoai 

x x x x x x X '\ 

-



OUY trinh nghiep vu tam ling, thanh (IU" ~t toa n
 

LUll \' m<i t sf) noi dung lien quan :
 

TT N<) i dung G hi chu 

1 Chuang trinh CDIG The o ae an dirac DHQG-HClvt, Hie u trirong phe duye t 

2 Chuang trinh CLC The o ae an diroc DHQG-HCJ\1, Hie u trtron g phe duy ?t 
I­

3 Chuong trinh CNTN I Theo ae an dirac DHQG-HCIvI, Hieu truong p hi! duy et 

- Thong ur 123/ TT-13 TC, nga y 17/6/2009 - Mire chi 

chuong trinh khung ; 

- Thong t i t 21 9/ 20 09-TT-13 TC, ngay 19/11 /2009 -- Quy 

D ~ {111 ngoai ngu 
dinh v ~ mire chi di: an ODA ,' 

4 
- Thong tu 98/ TTL T-13 TC-13GD DT, ngay 18/ 6/20 12 -

\111'Cchi day vcl hoc ngoai ngii 2008-2020: 

- Q uy chi chi tieu noi bo hang nom va cac vall ban co 

lien qu an khac. 

5 Chuang trinh song ngir Theo de an dtrac DHQG-HCIvI, Hieu tn rong p hi! duyet 

6 
Chu ong trinh lien kct d,1 0 tao Theo de an dirac DHQG-HClvl, Hi eu tn rong phi! duy et 

niroc ngoai 

Chuang trinh Lim - Tho ng tit 120/ 2012/ TT-13 TC, ngay 2 7/7/ 201 2 
7 

Cupuchia 

8 Hoat dong dich vu, ngan han 
Theo quy dinh quan If; {(Ii chlnh hoat dong dic h v?-! , 

ad o tao nga n han; quy chi ch i tieu noi 6(> hang I1Cl m 

9 Phong mo phong TTTC Theo de an dirac phe duyet; q uy che chi tieu noi bo 

Thitc hien th eo quy din h quan I)j tai chinh de an 91/ ; 

10 D~ an 9 11 thong ttl' 130/ 20 13/ TTL T-J3 TC-B GDD T ng-clY 
<.. • 

/ 9/ 9/2013 cua 13(> Tai ch inh, 13(> G iao du e vel Dao tao 

Nghi dinh 102/ 20 1J/ND-CP, nga)' 05/09/2 0 / 3 cua 
Tham khao thong tin ve lao 

Ch inh phil vJ viec qlly dinh mo t .\'(5 (1i ~ u cua eo IU(7t11 
dong mroc ngoai 

La o dong vJ lao dong nutrc ngo ai lam viec tai VN 

Trang qua trinh thirc hi ~n n~u C() vuorig m~e . phat sinh cac don vi. can bo , vien clnrc 

phan anh v~ Phong K~ hoach - Ta i chinh c1 ~ nghien ctru. huang dan V,1 phoi hop thirc hien.,'. 



Q UY trinh ng hiep vu tam (mg, th anh gu v ~t toan 

DANH MUC CAC MAu StYDUNG . . 
(Ban hanh kem thea quy trinh nghiep vu lien quan c1t n tam ling, thanh quyet toan 

ngav 29 thang 9 nam -7()- I )- cua Truong Dai hoc Kinh td - Ludt). .... ' 0 

Ky h i ~uTen m~ lITT 

Mau C32-HD Tarn irng tien mat I 

Thanh toan tien m~L IM~u C37-J-I D2 

Thanh toan tam irng IM~u C33-8B3 

M~u C32-I-lD ITarn ung chuyen khoan 4 

M~u C37-HD I Thanh Loan chuyen khoan 5 

Mi u C09-HD Thanh Loan time ngoai 6 

Thanh toan ngoai gio Mau CO l c-HD 7 

Thanh toan hoi nghi, hoi thao Mi u C40b-HD S 

Cong tac mroc ngoai Mi u 0 1-TITM 

Mi u 02-TTTM 
9 

Cong tac trong mroc
 

Mi u 03-TITM
 

10 

I I IDanh sach chi L i ~n thu lao
 

Mi u 04-TTTM
 Bang ke thanh toan
 

M~u 05-TTTM
 

12 

13 IDang ky tien mat
 

Mi u 06-DTKP
 Dir tru kinh phi
 

Mau 07-GNT
 

14 

G i ~y nop tien mat
 

Mdu OS-GBN
 

15 

Gic1y bien nhan Li ~n
 

Mdll 09-BKMI-l
 

16 

Bang ke mua hang
 

Mfr u ll -DN
 

17 

18 IBang ke thanh toan (d6i ngoa i) 

Mfru 12-GNVT 
Ph i ~ u giao nhan v ~t nr
 

Mdu l3 a l
 

19 

Tong hQP cui thi
 

M ~u 13b l
 

20 

21 I1'hl1 lao coi thi 

Mi u 13-NN Bao cao cong Lac ruroc ngoa i
 

M~ u 14-HDK
 

22 

23 IHop dong khoan chuyen mon 

Mau MOS-TT NIIKB 24 Ph i ~u giao nhan chirng ur
 

M ~ll M05-TTC K
 
Ph i 

01
~u thu tien chuven khoan 

Mdu mua sam-KI-ITC 

25 

tvl ~u hQP dong mua sam. dich vu 

IMau thanh Loan NCKH-KHTC 

26 

lvldu thanh roan c1 ~ tai NCKI-I
 

TVan ban
 

27 

Van hun lien quail 28 
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