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lRUONGCAODANG DULJCH QUYTRINH Mil tli lieu: QT.06IHCTH
NHAlRANG Thanh toan Phien ban: 01

N_gay ban hanh: /02/2023
I. MT)C ntcn vA PR~M VI APDT)NG

1.M1]c dich
Quy dinh thong .nh~t trinh nr, thu tuc thirc hien thanh tom tom tai Truong Cao

dAng Du lich Nha Trang nham dS giai quyet cong viec thanh tom thuan loi, dam bao
dung quy dinh, kip thai va thirc hien cong khai minh bach cong tac quan Iy tai chinh,
cung c~p thong tin dfty du, trung thuc, dap (eng yeu cftu t6 chirc, quan Iy di€u hanh cua
co quan.

2. Pham vi ap dung
- Quy dinh quy trinh thu tuc thanh toan taiTnrong Cao dfuIgDu lichNha Trang
- Cac dan vi; ca nhan ben ngoai co giao dich voi Truong Cao dAng Du lich Nha

Trang, cac dan vi tf1JCthuoc; can bQgiang vien cua Nha tnrong dtroc giao nhiem vu co
hoat dQng sir dung kinh phi phai tuan thu cac quy dinh ban hanh trong Quy trinh nay.

II. TAl LI¥U VI¥N DAN
- Luat ngan sach nha nu&c s6 83/2015/QH13 ngay 25 thang 6 nam 2015 cua

Qu6c hQi nu&c CQng hoa Xa hQi Chu nghia Vi~t Nam;
- Lu~t Ke toan s6 88/2015/QH115 ngay 20 thang 11 nam 2015 eua QU6c hQi

nu&c CQng hoa Xa hQi Chu nghia Vi~t Nam;
- Nghi dinh s6 1112020/ND-CP ngay 20 thang 01 nam 2020 cua Chinh Phu quy

dinh v€ thu Wc hanh chinh thuQc linh VVCKho B~c nha nu&c;
- Thong tu s6 107/2017/TT-BTC ngay 10 thang 10 nam 2017 cua BQ Tai chinh

huang din ch~ dQk~ toan dan vi hanh chinh S\l nghi~p;
- Nghi diM s6 so 123/2020IND-CP ngay 19 thang 10 nam 2020 cua Chinh phu

quy dinh v€ hoa dan, chUng ill;
- Thong tu s6 78/20211TT-BTC ngay 17 thang 9 nam 2021 huang din th\lc hi~n

mQt s6 di€u cua lu~t quan ly thu~ ngay 13 thang 6 nam 2019, nghi dinh
s6 123/2020IND-CP ngay 19 thang 10 nam 2020 cua chinh phu quy dinh v€ hoa dan,
ch(eng ill;

- Thong tu 13/20171TT-BTC ngay 15/02/2017 cua BQTai chinh quy dinh quan ly
thu, chi b~g ti€n m~t qua Kho b~c Nha nu&c;

- Thong tu 136/20 18/TT-BTC ngay 28/1212018 sua d6i, b6 sung mQt s5 di€u cua
thong tu s5 13/2017 ITT -BTC ngay 15 thang 02 nam 2017 cua bQ tai chinh quy dinh
quan ly thu, chi b~ng ti€n m~t qua h~ th6ng kho b~c nha nu&c;

- Thong tu 58/2016/TT-BTC cua BQ Tai chinh ngay29 thang 03 nam 2016 quy
dinh chi ti~t vi~c sir dVng v5n nha nu&c d~ mua sitm nh~m duy tri ho~t dQng thuOng
xuyen cua ea quan nha nu&c, dan vi thuQc l\lc luqng vii trang nhan dan, dan vi S\l
nghi~p cong I~p, t6 chuc chinh tri, t6 chirc chinh tri - xa hQi, t6 chirc chinh tri xa hQi -
ngh€ nghi~p, t6 chirc xa hQi, t6 chirc xa hQi - ngh€ nghi~p;

- Thong tu 63/2007/TT-BTC ngay 15 thang 06 nam 2007 huang din th\lc hi~n
d~u thftu mua sitm tai san nhk duy tri ho~t dQng thuOng xuyen cua ca quan nha nu&c
bfug v6n nha nu&c;

- Quyet dinh s5 17/2019/QD-TTG ngay 08/4/2019 cua Thu tu&ng chinh phu v€
mQt s5 goi thfru, nQi dung mua sk duy tri ho~t dQng thuang xuyen duqc ap dvng hinh
thirc l\la ch<;>nnha thftu trong truang hqp d~c bi~Nheo quy dinh ~i di€u 26 Lu~t D~u thfru.

Cung h~ th6ng cac van ban huang din hi~n hanh.
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TRUONG CAO DANGDUqCH QUYTRINH Mil tai lieu: QT.06IHCTH
NHATRANG Thanh toan Phien ban: 01

N_g_ay_ban hanh: 102/2023

III. DANH MlJC CAC TUVIET TAT

Ky hi~u Di~n giai
ND Nghi dinh
CP Chinh Phu
CT Chung til

CTTT ChUngtil thanh toan
HS H6sa
KB Kho bac

IV. DJNH NGHiA
a. Chung illkS toan la nhirng gi~y to va v~t mang tin phan anh nghiep V1} kinh tS,

tai chinh phat sinh da:hoan thanh. Chirng til kS toan phai co cac noi dung chu ySu sau
day:

- Ten va s6 hieu cua chirng illkS toan;
- Ngay, thang, nam l~p clnrng illkStoan;
- Ten, dia chi cua don vi hoac ca nhan l~p chirng til kS toan;
- N<)idung nghiep V1} kinh tS, tai chinh phat sinh;
- S6 hrong, don gia va s6 ti~n cua nghiep V1} kinh tS, tai chinh ghi bing s6; tong
- S6 ti~n cua chirng til kS toan dung d~ thu, chi ti~n ghi bing s6 va bing chfr;
- Chtr Icy, ho va ten cua ngiroi l~p, nguoi duyet va nhirng nguai co lien quan

dSn chung til kStoano
* Ngoai nhung n{5idung chu yiu cua chimg tit ki toan neu tren, chimg tit ki

toan co thi co them nhfmg n{5idung khac co lien quan thea tUng loqi chung tit.
b. Cac ho~t d<)ngkinh tS, tai chinh phat sinh d~uphAil~p chUngillkS toano
c. Chung tir kS toan chi duQ'cl~pm<)tlfutcho m6i nghi~p V1} kinh tS, tai chinh.
d. Chung ill kS toan phAidUQ'cl~p r5 rang, d§.ydu, kip thai, chinh xac thea n<)i

dung quy dinh tren mfiu.
e. N<)idung nghi~p V1} kinh tS,Utichinh tren chUngtil kS toan khong ilu!1cviit tiit,

khong ilu!1ctay xoa, sua chua; sa va chu viit phiii lien t(lc, khong ngiit quang, cha
trang phiii g(lch cheo; ch{mg tir hi tay xoa, sua chua ilJu khong co gia trl thanh
toan va ghi sa ki toan. Khi viSt sai vao mfiu chUng ill kS toan thi phAihuy bo bing
cach g~chcheo vao chung tir viSt saL

f. ChUngill kStoan phAico du chii'Icy. Chii'Icy tren chUngillkS toan phai
duQ'cIcy bing but mvc xanh. Khong duQ'cIcy chUngtil kS toan bing mvc do ho~cdong
d~u chii'Icy kh~c sin. Chii'Icy tren chUngtil kStoan cua m<)tnguai phAith6ng nh~t.

g. Chii'Icy tren chung tir kS toan phAido nguai co thftmquy~n ho~c nguai dUQ'cuy
quy~n Icy. Nghiem c~m Icy chUngtil kS toan khi chua ghi du n<)idung chUng ill thu<)c
trach nhi~mcua nguai Icy.

h. Chi thanh toan ca nhan cho cac d6i tUQ'llghuang luong ill ngan sach nha nuac
thu<)cdi~nb~tbu<)cphAithanh toan bing chuy~nkhoAn.

1. Ngay thang tren cac h6 sa, ffiili~u, chUngillkS toan duQ'cghi logic thea trinh tv
th\Ichi~ncongvi~c.
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--, lRUONGCAODANG DULJCH QUYTRINH Ma tai lieu: QT.06IHCTH
NHATRANG Thanh toan Phien ban: 01

Ngay ban hanh: 102/2023

m. Telt ca cac tnrong hop mua sam, sua chua hien v~t d€u phai l~p bien ban nghiem
thu co xac nhan cua Phong Harm chinh, T6ng hop,

n. M9i tnrong hop vi pham cac quy dinh tai van ban nay, roy thuoc mire d<)vi pham,
Hieu tnrong Truong Cao dfuIg Du lich Nha Trang se ill ch6i thanh toan ho~c chi thanh
toan mot phan, Cac ca nhan va dan vi vi pham phai d€n bu kinh phi d6i voi phan kinh phi
dfftam irng hoac nr chi tra kinh phi thirc hien nhiem vu.

V. NQI DUNG QUY TRINH
1.Luu da quy trinh

Bucre CA.NHAN IffiTOA.N IffiTOAN HI~U VANTHUTHANH ToAN TRUONG TRUONG

~~ Khong dat
Bmrc 1 hoAd:J

~Ungtir
-.._ -- _- ._-----_. .._. ------- .._ .......__ .__ ._._.- ..._ .._ ....I 2. TiSp nhan, kiem tra

BtrO'c 2 va xu ly HS thanh toan
-------_ -------+------ --_._-_ ..._--_- _._..._---_._ .._ ...__.._ .._._ ...._ ..

BtrO'c 3 -3. Lam thu tuc thanh 1 Khong dat
toan J------1--- -- ----- - --------_ ..._-_ ..._._-_ ..

Buoc 4 4. Xet Khong dat~y----- ------ ---- ---- --- 1------------------- T --
Birec 5 5. Xet

duvet chi
---_ ------------ -- --------_'-'_'--'_--_'I6. Nh~nHS kyBuoc 6

duyet nr HT
---....__.._-- -- -- --- - -....,_ -- ------- .._ ..__ .._ ..__ ....__....._----_._--

BtrO'c 7 7. NMn HS tir KIT I 7. Dong dau
JHS

-- -r- -
BtrO'c 8 8. Chuy~n kho b~c,

ngao hang
------ ---------*----------- .._-_._-_._----------- .. ------ .. _._ ..__._._._ ........__ ....._..._---_ ......_._.

BtrO'c 9 9. Inchtmgtlrthanh tam,
~tOOn, dOOg s6

--
lo.L~~BtrO'c 10 -~hUngtir
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mUONGCAOnANG DUqaI QUYTRINH Ma tid lieu: QT.06IHCTH
NHAlRANG Thanh toan Phien ban: 01

Ngay ban hanh: 102/2023

2. Di~ngiai quy trinh thuc hi~n

TT

Bu6c4

~rong yang 1
ngay k6 til khi
nh~n hi> sa

- Ki6m tra tinh phap
1y hi>sa
- Ky duy~t hi>sa
- Chuy6n trinh kY Hi~u

Tho; gian
dap Ung
(ngay)

Luu hB S(1/

Bi~u mftu
BIf(YC

cong vi~c Qua trinh Mota

1

3

4

Bu6c 1

T~p
hoa

Trong yang 5 Ca nhan t~p hop chirng Theo Thong tu
hop ngay sau khi til, hi> sa th6 hien cong s6
dan, hoan thanh viec da: hom thanh d6 10712017nT-

Trong yang 1
ngay k6 nr khi Hi> sa d~y du, hQ'P 1~

thi ti~n hanh l~p ch(mg
til thanh toan

thanh toan da: trm'mg
Xet duy~t hom thi~n, - Hi> sa chua dung quy

HS d~y dli dinh thi tni v€ cho k~

toan thanh toan ghi ro 1y
do d6 tni l.;ti cho nguai
co nhu c~u thanh toano

chimg tu
cong viec lam thu tuc thanh, quyet BTC ngay

toan 10/1012017ella

K~ toan thanh toan tiep B<)Tai chinhv€
nhan, kiem tra, xu ly hi> vi~ hu6ng <ffin
sa. N~u hi> sa thanh ch~ d<)k~ toan

toan da: hoan thien, d~y hanh chinh, SV"
dli thi ti~n hanh lam thu nghi@

tuc thanh toano Hi> sa
chua hoan thien thi ghi
ro 1y do tra lai hi>sa va
huang d~n hoan thien
hi>sa

Ti~p nhan, Trong yang 3
kiem tra ngay k6 tir khi

Bu6c2 va xu 1y ti~p nh~n hi>
2 HS thanh sa

toan

Bu6c3

Lam thli nh~n hi> sa
t\lc thanh thanh toan da:
toan

hoan thi~n,
d~y dli
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I'll' lRUONGCAODANG DULJaI
NHAlRANG

5
Xet duyet nhan he, sa thanh - He, sa khong khong

Biroc 5 chi toan da hoan dung quy dinh thi ill

QUYTRINH
Thanh toan

Ma tai lieu: QT.06IHCTH
Phien ban: 01
Ngay ban hanh: 102/2023

Trong yang 1 - Ki€m tra he, sa

ngay k€ til khi - Ky duyet chi

thien, dAy du ch6i phe duyet tra vS

k~toan tnrong

6

7

8

9

10

Bu6c6

Buac7

Buoc 8

Bu6c9

Bu6c 10

Nhan HS Sau khi hieu Nhan lai h6 sa da

ky duyet tnrong

illHT duyet chi

da ky duoc hieu tnrong ky
duyet hoac til choi

phe duyet

Trong yang 1 Nhan lai h6 sa da

ngay sau khi k~ ducc kY duyet va

Bong dAu toan tnrong dua dem di dong dAu

HS lai h6 sa di trinh

Trong yang 2 Chuyen chirng til da

Chuyen ngay lam viec diroc dong dAu di

kho bac, sau khi hoan Kho bac, ngan hang

ngan hang thien dong dAu

ho so

Trong yang 112 Xu ly cac nQi dung

In chirng ngay sau khi phan h6i cua KB,NH.

ill thanh nh~n l?i chUng H?ch toan dAy dli cac

toan, h?ch til NH, KB da nghi~p V\l k~ toan,

tom hoan thanh giao ki€m tra, hoan thi~n

dich s6 sach k~ toan

Trong yang Yz SAp x~p chUng til va

ngay sau khi dong lUll chUng til
LUll HS,

chUng til dff
chUng til

hoan thi~n quy

trinh thanh toan
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TRUONGCAODANGDU4CH QUYTRINH Mil tai lieu: QT.06IHCTH
NHATRANG Thanh toan Phien ban: 01

Nzav ban hanh: 102/2023

,,

v. CAC BIEU MAu

TT Ten bi~u m§u Ky hi~u

I Chi tieu lao avng ti;n luang

BM.01-1 Bang cham cong
QT.06IHCTH

Bang thanh toan tiSn luang va cac khoan phu c~p thea BM.02-2 luang, cac khoan trich n(>pthea luang QT.06IHCTH

Bang thanh toan phu c~p BM.03-3
QT.06IHCTH

BM.04-4 Bang thanh toan thu nhap tang them
QT.06IHCTH

Bang thanh toan hoc bong (Sinh hoat phi) BM.05-5
QT.06IHCTH

Bang thanh tom ti~n thuong BM.06-6
QT.06IHCTH

Bang thanh toan tien phep hang nam BM.07-7
QT.06IHCTH

BM.08-8 Gi~y bao him them gio
QT.06IHCTH

BM.09-9 Bang cham cong lam them gio
QT.06IHCTH

Bang thanh toan tiSn lam them gio BM.10-10 QT.06IHCTH

BM.11-11 HQ'Pd6ng giao khoan QT.06IHCTH

Bien ban thanh ly hQ'Pd6ng giao khoan BM.12-12 QT.06IHCTH

Bien ban nghiem thu hQ'Pd6ng giao khoan BM.13-13 QT.06IHCTH

BM.14-14 Bang thanh toan ti~n thue ngoai QT.06IHCTH
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mUONG CAODANG DULJCH QUYTRINH Mil tai lieu: QT.06IHCTH
NHAlRANG Thanh toan Phien ban: 01

N_gay ban hanh: 102/2023

15 Bang phan b6 ti~n luang va BHXH BM.15-
QT.06IHCTH

16 Giay di duong BM.16-
QT.06IHCTH

17 Bang ke thanh toan cong tac phi BM.l7-
QT.06IHCTH

18 Danh sach chi ti~n luang va cac khoan thu nhap khac BM.18-
qua tai khoan ca nhan QT.06IHCTH

II Chi tieu tiJn tf

1 Phieu thu BM.19-
QT.06IHCTH

2 Phieu chi BM.20-
QT.06IHCTH

3 Gi~y d~ nghi tarn irng BM.21-
QT.06IHCTH

4 Giay d~ nghi thanh toan tam irng BM.22-
QT.06IHCTH

5 Gifry d~ nghi thanh toan BM.23-
QT.06IHCTH

6 Bang ke chi tien cho nguoi tham du hQi nghi, hQi thao, BM.24-
t~p huan QT.06IHCTH

PHVLVC
(Theo Thong tu s6 107/2017/TT-BTC ngay 10/10/2017cua BQTai chinh v~ viec

hu6ng d~n ch~ dQk~ toan hanh chinh, su nghiep)
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BM.O l-QT.06IHCTH

PHU LUC SO 01: BANG CHAM CON. .
f)<rn "': ••.•••.••••••••••.••.••••...••...•••.•• Mju s8 COl- HD

se. .BQphin: .
Mil QHNS: . .. .."BANG CHAM CONG

Thang nam .

s6 Nga' trong thang . QI!Y ra con2
H<;> va ten So cong huang luong thai se cong nghi khong So cong huangTT 1 2 3 31...

gian hrong BHXH
A B 1 2 3 ..... 31 32 33 34

CQng

NGu61 CHAM CONG
(Ky, ho ten)

1\T ' h ' ~1 Vgay......tang .... nam...
HI~UTRUONG

(Ky, ho ten)
PHV TRAcH BO PH~N

(Ky, ho ten)

K ' h·" hI.. "Y leu c am cong:
- Luong thai gian
- Om, dieu dirong
- Con 6m
- Thai san
- Tai nan
- Nghi phep

+
6
Co
rs
T
p

- HQi nghi, hoc t~p
- Nghi bu
- Nghi khong hrong
- Ngirng viec
- Lao dQng nghia vu

H
Nb
No
N
Ld



BM.02-QT.06/HCTH

PHU LUC so 02: BANG THANH ToAN TIEN LUONG vA cAc KHOAN PHT) cAp THEO LUONG,
. . cAc KHOAN TRiCH NOP THEO LUONG

BOll vi: · ············ M~u sA C02- HD
Ma QHNS: .

BANG THANH ToAN TIEN LUONG vA cAc KHOAN PHT) cAp THEO LUONG, cAc KHOAN TRiCH NOP
THEOLUONG
Thang .....nam ...

BHXH BHYT BHTN KFC£)

H~ H~ H~ Ti~n Ngay So
S6

He s6 s6 ~ huOn phai Gici S6 Gh
Ma

so Cen lU01l dS Thu€
St Ho va s6 phV ph ph nOp m thu ig Tric Trir Tric Trir Tric Trir Tric Trll'
t ten ngac

lU01l cAp g he g hrong h van h van h van h van con lai TNC tnr eh
h V V s6 than chi N gia e

g eM cAp cAp thuc van Juan van Juan van hron van Juan g
llnh U

g t€ CF CF CF CF doa dcr canh
cvv .... .... g g g g n~ n

cap vitren

C<)n X

g

T" :...;. (V·:" b':' htt)ong so ben let ang c ir : .

NGU(nL~p

(Ky, ho ten)

KEToANTRUONG
(Ky, ho ten)

N ' thd ~gay... ang... nam .....

HI~UTRU6NG
(Ky, ho ten)



BM.03-QT.06/HCTH

PHV LVC so 03: BANG THANH ToAN PHV cAp
D~ v]: ..•...............•.•..••...•.••....•
BQ ph~n: ••...•..•.•...•.•.••••.•.••...••.

Miu sA C03 - HD

Mi QHNS: .
BANG THANH ToAN PHV cAp

Thdng (quy) ndm .

Dia chi Ty l~ (%) S6 tien
Mire luang phu cAp KyS6 H9 va ten Chirc co quan huang

TT vu lam viec dang huang phu cAp du<),c nh~n
huang

A B C D 1 2 3 E

Cong x x x x x

T6ng s6 tien (ViSt bang chtr): .
N: ' hd Vgay ..... t ang .....nam.....

HI~U TRUONG
(Ky, ho ten)

NGu61L~p
(Ky, ho ten)

KEToANTRUONG
(Ky, ho ten)

/



BM.04-QT.06/HCTH

PHlJ LlJC so 04: BANG THANH ToAN THU NH~P TANG THEM

Don v]: .
BQ ph~n: .

X A CMao so 04- HD

Ma QHNS: .
BANG THANH ToAN THU N~P TANG THEM

Thdng .....niim...
S6: .
No: .
C6: ... ..

STT HQva ten Cdp bac Mire luang dang H~ s6 Mire chia Thanh ti~n Ky nhanchirc vu hu6ng chia them them

A B C 1 2 3 4 E

C6ne; x x x x x

T~n j. f;" (V·j. b~ hir):o g so len let ang cmr " .
AT' th ' ~1Ygay... ang. .. nam .....

xctror L~ KE ToAN TRUONG HI~U TRUONG
(Ky, ho ten) (Ky, ho ten) (Ky, ho ten)



BM.05-QT.06/HCTH

PHV LVC so 05: BANG THANH ToAN HQC BONG

Trtroug: . M§u sa: C05- HD
Khoa: .
L6'p: .
Mi QHNS: .

BANG THANH ToAN HQC BONG (SINH HO~ T PHi)
Thang ndm ..

S6 Ma D6i Mire hoc Cac khoan T6ng s6 hoc bong Cac khoan phai
S6 con KyHQva ten bong (sinh _Qhv cApkhac (sinh hoat phi ) khau trirTT so nrong heat phi) H~ s6 S6 ti~n dUQ'chuemg T6ng s6 duoc Iinh . nh~n..... .....

A B C D 1 2 3 4 5 6 7 8 = 4-7 E

CQng x x x x

T;( I.. t'" (V·1.. b~ htt)ong so len let ang c u : ..
N ' ha ~gay..... tang ....... nam...

HI¥U TRUONG
(Ky, ho ten)

NGUmL~p
(Ky, ho ten)

KEToANTRUONG
(Ky, ho ten)

.;



BM.06-QT .06/HCTH

PHl) Ll)C so 06: BANG THANH TOA.N TIEN THUONG

Dan vj: .
BQ phan:•.....•.•....•••..........•........•
Ma QHNS: .

M§u sa C06- HD

BANG THANH TOA.N TIEN THUONG
Thang (Quy) .....nam ....

STT HQ va ten Clnrc vu X~p loai
Cac khoan ti~n thuong Ky nhan

Cong... ... ...
A B C D 1 2 3 4 E

CQn~ x x x

T6ng s6 tien (Vi~t bang chtr): .

NGUmL~
(Ky, ho ten)

KE ToANTRUONG
(Ky, ho ten)

7I.T' h r V
1 Vgay... tang... nam ......

HI:f:U TRUONG
(Ky, ho ten)



BM.07-QT.06IHCTH

PHV LVC so 07: BANG THANH ToAN TIEN PHEP HANG NAM
..

X AMau SO C07- HD
DO'D vi: .
Bc} ph~n:.........•..........................
MA QHNS: .

BANG THANH ToAN TIEN PHEP HANG NAM
Thimg .....ndm ....

Luang h~ s6 S6 ngay phep S6 ti~n
STT Ho va ten Chirc V\! H~ s6 H~ s6 phu H~ s6 phu CQng

Thanh ti~n dircc thanh phep diroc
luan_g_ cft_pclnrc V\! cft_p_khac ... h~ s6 toan thanh toan

A B C 1 2 3 4 5 6 7

Cong x

T'~ ;. f::l. (V·;' b':' htt)ong so len let ang c ir :.........................................................................................•.

NGUmL~p
(KY, ho ten)

KEToANTRUONG
(Ky, ho ten)

Ngay thdng. .. nam .
HI~UTRUONG
(Ky, ho ten)

11_.1 I ......._ ...........-.... I ,.



BM.08-QT.06IHCTH

PHV LVC s6 08:GIAy BAo LAM THEM GIO

DOll vi: .
BQphan : ..
Ma QHNs: ..

GIAYBAo LAMTHEM GIO
Ngay thang nam .

Mftu s5: C08- HD

85: ..

STT

A

Ho va
ten

DOll vi

CB

NGUOlL~P
(Ky, ho ten)

E 123

Ngay
thing

Nhtrng
c6ng viec
da larn

Thai gian lam them

Til DSn T6ng s5
gio gio gio

D

tic NH~N eVA BQ PH~N,
PHONG BAN eo NGUOl

LA.MTHEM
(Ky, ho ten)

HI~UTRUONG
(Ky, ho ten)



.;....
BM.09-QT.06/HCTH

PHV L\TC so 09: BANG CHAM CONG LAM THEM GIG

Don vj: .
BQ ph~n:..••.•....••.....•.......••....
Mi QHNS: .

? ... A '" A '"BANG CHAM CONG LAM THEM GIO

M~u sa C9-HD

Thang nam .

Ngay trong than_g_ C9n_g_s6 gio lam them

So gia cua S6giacua
S6giaSIT H9 va ten ngay thit S6gia1 2 ... 31 ngay lam bay, cua ngay,

lam demviec Ii, titchu nhdt
A B 1 2 ... 31 32 33 34 35

CQng

S6: ..

(Ky, ho ten)

Ngay thdng. nam .
Xac nh~n cua bQ ph~n Hi~u truong

(phong, ban) co (KY, ho ten)
nguot lam them

(Ky, ho ten)

NguOi eh§m eong lam them



BM.10-QT.06IHCTH

PHU LUC so 10: BANG THANH ToAN TlEN LAM THEM GI(). .
DO'D v]:.................••...............
BQ ph~n: .
Mii QHNS: .

M§u sa C10-HD

BANG THANH ToAN TIEN LAM THEM oro
Thong. ndm .

S6'.................

TT HQva ten H~s6 H~ s6 phu c~p H~ s6 phu dp khac Cong h~ s6 Ti~n luang thang
Mire luang

luang chirc vu Ngay Gia
A B 1 2 3 4 5 6 7

COD2 x x X x x x

Lam them Lam them ngay Lam them ngay l~, Lam them S6 ngay nghi bu S6 ti~n thuc Nguoi nhdn
ngay lam viec thir ba ,chu nhat ngay t~t bu6i dem T6ng cong
s6 Thanh Thanh Thanh Thanh tien s6 Thanh

dUQ'cthanh tien Icy xac

liJn S6gia liJn S6gia , S6gia , , toan nhan
Kia lien lien nKay lien -

8 9 10 11 12 13 14 15 16 17 18 19=16-18 C

x x x x x x

T ;( :"." (V':"t b::' htr)ong so tien ie ang c tr : .
(Kern theo .... chung tu g6c: Bang chdm cong lam them ngoai gia thdng. nam .)

NGUOl DE NGHI THANH ToAN
(Ky, ho ten)

KEToANTRUONG
(Ky, ho ten)

N ' ha V. gay .... tang. ...nam ...
HI~U TRUONG

(Ky, ho ten)



BM.ll- QT.06IHCTH

PHV LVC so 11: BANG H<}PDONG GIAO KHOAN

Ban. vj: .
Ma QHNS: ..•....•..•...............

Miu saen. HD

HQ'PDO~G GIAO KHOAN
So: .

Can cir: ..
Can cir: ..
H " 'th' - taO hu t"'::' ,om nay, ngay... ang nam .1: , c ung 01gom co:
BENGIAOKHoAN:
Ong (ba}: .
Clnrc vu: .
Dia chi: .
Ma: s6thuS: .
BEN~NKHOAN:
Ong (ba): .
Chirc vu: .
Dia chi: .
Mff s6 thue: .
Cling Icy kSt hop d6ng giao khoan, cu the nhu sau:
1.Nhfrng di~u khoan chung v~ hq'p dAng
NQi dung hop d6ng:
Thai gian thirc hien hop d6ng:
Gia tri hop d6ng:
Phuong thtrc thanh toan tien:
XiI phat cac hinh tlurc vi pham hop d6ng:
2. Trach nhi~m va quy~n 1Qi.ciia ben nh~n khoan:
3'l'rach nhi~m va quy~n 1Qi.ciia ben giao khoan:
Hop d6ng nay duoc l~p thanh ... ban, m6i ben gift... ban

a,i di~n ben nh~n khoan
(Ky, ho ten)

a,i di~n ben giao khoan ~
(Ky, ho ten, dong dfru) (



Dan vi: .
Mi QHNS: .

Miu sA C12- HD

BM.12- QT.06IHCTH

PHl) Ll)C so 12: BIEN BAN THANH LY H<}P BONG GIAO KHOA.N

BIEN BAN THANH LY HOP BONG GIAO KHOA.N.
sa: .

t6i g6m co:
C- , H d~ ;. , tha - . huan cu Q1J ong so ngay ang nam tai: C ung

A ,

]J~~ (;I~()I(JE[()~: •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Ong (ba): .
Chirc Vl,l: ....• , '" •.•.•.••..•.•......•.•.•..••.•••••.•..••.••.•.••••.••••.•.••.•.••.••••.••.•.••.••.•.•

Dia chi: .
Mil sa thue: .

A _ ,

]J~~ ~II~~ 1(JE[()j\~: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Ong (ba): .
Chirc vu: .
Dia chi: .
Mil sa thue: .
Cling thanh ly hQ"Pd6ng sa ngay thang nam gifra vS viec , Cl,l th~:
- Gia tri hQ"Pd6ng da:thirc hien: .
- Ben da:(tam (eng) thanh toan cho ben sa tiSn la., d6ng
(viSt b~ng chir) .
- sa tiSn bi phat do ben vi pham hQ"Pd6ng: d6ng (viSt
b~ng chtt) .
- sa tiSn ben con phai thanh toan cho ben la d6ng (viSt
b~ng chtr) .
Ben ban thanh ly hQ"Pd6ng fillydiroc thanh l~p ban, m6i ben gifr ban,
co gia tri nhu nhau.

DAI DIEN BEN NIlAN KHOA.N,. .
(Ky, ho ten)

D1)l DltN BEN GIAO KHoAN
(Ky, ho ten, dong dftu)



BM.13- QT.06IHCTH

PHU LUC s6 13: BIEN BAN NGHIEM THU HOP BONG GIAO KHoAN. . ..
Dan vj: ' .
Ma QHNS: .

Miu sa C13- HD

BIEN BAN NGHIEM THU HOP BONG GIAO KHoAN. .

t6i g6m co:
C~ 'H d::' J. 'th' ~ t . huan cu qp ong so ngay ang nam ~11:.•.•.............. c ung

A ,

IJ~~ (;Ii\() 1(JE[()j\~: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••

Ong (bit): ; .
Chirc vu: .
Dia chi: ., ,
Mff so thue: ..

A _ ,

II~~ ~~ I\JEI()~~: •••••••.•••••.•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
Ong (bit): .
Chirc vu: .
Dja chi: .

, r

Mff so thue: ..
Hai ben cung thoa thuan, thong nhAtnghiem thu: .
- N<)idung thirc hien hop d6ng: .
- Gia tri hop d6ng dffthuc hien: .
- Ben nhan khoan dffhoan thanh (hoac khong hoan thanh ) dich vu (hang hoa), dap
irng (hoac kh6ng dap irng) yeu cAucua ben giao khoan.
Ben ban nay dtroc thanh l~p ban, m6i ben gifr ban, co gia tri nhu nhau.

DAI DrEN BEN NIlAN KHoAN.. .
(Ky, ho ten)

D~ DI~N BEN GIAO KHOAN ~
(Ky, ho ten)



BM.14- QT.06IHCTH
~? ,:2. '" ,

PHU LUC SO 14: BANG THANH TOAN TIEN THUE NGOAI. .

'DO'D vj: ., Miu sA C14 ~ HD

Bo phan: .. .
MA QHNS: .

BANG THANH ToAN TIEN THUE NGOAI
(Dung cho thue nhan cong, thus khoan vi~c)

? '

C" ." t . d' d'" ti , d'"ong VI((C: l;ll !a lem Ungay en ngay .

Dia chi
S6 cong Ti~n

HQva ten N(li dung hoac ten hoac kh6i Dan gia Thanh thue Ky
STT hoac s6 cong viec thue thanh toan

,
khAu

Thirc llnh
nguoiduQ'cthue CMT IUQ'Ilgcong tien nh~n

viec dff lam trir

A B C D 1 2 3 4 5 E

CQng x x x x x

TA t..;,. (v·t. b~ htr)ong so ben let ang c U : .
(Kern theo .... chung tir ki todn khdc)

NGUOI IlE NGHI THANH ToAN

(Ky, ho ten)

KEToANTRU6'NG

(Ky, ho ten)

Ngay .... thdng. ...nam ...

HI~U TRUONG

(Ky, ho ten)



BM.15-QT.06IHCTH

PHV LVC SO 15: BANG PHAN BO TIEN LUONG vA BAo HIEM XA HOI

Don vi: .
Mil QHNS: .

M§u s8 CIS - HD

BANG PHAN BO TIEN LUONG vA BAo HIEM xA HOI
Th{mg narn .

Ghi eo tai TK 334- Phai tra ngiroi lao
TK 332- Cac khoan phai nop thea luangkhoan dong

Stt D6i nrong T6ng
sir dung

Luang Cae khoan Cong eo Kinhphi BHXH BHYT BHTN Cong eo eong
(ghi no cac khac TK334 cong doan TK332

TK)
A B 1 2 3 4 5 6 7 8 9
1 TK611
2 TK614
3 TK615
4 TK642
5 TK652

CQng

Ngay .... thdng.....nam ....

NGUOl L~P KE ToAN TRUONG
~~~ ~~~

\\ \ '_' .; ....__~..... I ~~(,



Miu s6: C16- HD

BM.16-QT.06IHCTH

PHV LVC so 16: GIAY DI DUONG

Don vj:...................... CQNG HOA xA HQI CHU NGHiA VI:E:TNAM
BQph~o: DQc l~p - TV do - H~nh phuc
Mii QHNS: &

GIA.YDIDUONG

HQ va ten: .
Clnrc vu; : .
D ' di A r •UQ'cCU 1cong tac tai: ; ; .
Theo cong lenh (hoac giay gioi thieu) ,so ngay thang nam .
Ttl ngay thang nam den ngay thang nam .

N ' thd Vgay. ang. nam .
THU TRUONG DON V1

(Ky, ho ten, dong ddu)
Ti~o rrog trmrc
Luang d
Cong tac phi.. d
Cong d

NO"idi Phuang S6 ngay Ly do Chirng nhan cua co quan

NO"id~n Ngay tien sir dung cong tac luu tru noi cong tac (Ky ten, dong
diu)

A 1 2 3 4 B

NO"idi...
NO"id~n...

NO"idi...
NO"id~n...

NO"idi...
NO"id~n...

NO"idi...
NO"id~n...

1- Ti~n ve tau, xe, may bay:
- Theo mire khoan:
- Theo thirc t~:
2- Ti~n thue phirong tien di lai:
- Theo mire khoan:
- Theo thirc t~:



3- Phu ec1phru tni d
4- Ti€n phong 6:
- Theo mire khoan:
- Thea thirc t~:

Duy~t
Tho; gian luu tru diroc huong phu ec1p ngay .
huang phu ec1p ngay

Ngay ... thang ... narn ...
Duy~t

S6 tien duoc thanh toan la: .

NGUm DI CONG TAc PHU TRAcH DO PHAN KIt ToAN TRUONG. ..

'J,



BM.17-QT.06/HCTH

PHU LUC so 17: BANG KE THANH ToAN CONG TAc PHi. .
DaD vi: ······.·.···
Ma QHNS: .

M§u s6 C17 - HD

BANG KE THANH ToAN CONG TAc PHi
Thang nam .

Ti~n s6
Don Ti~n ve thue Ti~n Ti~n se ti~n da: n<)p se ti~n con

STT HQva ten (tau, phuong phu c~p phong C<)ng tra lai Ky nhantarn irng dircc nhanv! xe, ...) tien di luu tni nghi
l~i

A B C 1 2 3 4 5 6 7 8 D

CQog x x

T ;( :..t';' (v,:" b::' htt)ong so len let ang c u : .
(Kern thea .... chung t1£g6c: Ve, Gidy di duong, HOG dan, ...)

NGU01L~P
(Ky, ho ten)

KE ToAN TRUONG
(Ky, ho ten)

1t.Tga'y thd VlV: .... ang. ...narn ...

HlE:U TRUONG
(Ky, ho ten)



BM.18-QT.06/HCTH ~-.

PHV LVC so 18: DANH SACH CHI TIEN LUONG vA
cAc KHOA.NTHU NH~P KHAc QUA TAl KHOA.N cA NHAN

DO"I1 vj: .
Mil QHNS: .

-" .Mau so C18- HD

DANH SACH CHI TIEN LUONG vA
cAc KHOA.N THU N~P KHAc QUA TAl KHOA.N cA NHAN

Thang..... ruim .....
em V1: ong

STT HQ va ten S6CMT Tai khoan Ti€n luong Ti€n thuong ..... ..... Th\lc
linh

A B C D 1 2 3 4 5

TONGCQNG

S ,,{t'~ b~ h-Olen ang c u: .

NGUmL~p
(Ky, ho ten)

KEToANTRUONG
(Ky, ho ten)

N ' hd ~gay .....t ang.....nam ...
HIEUTRUONG.

(Ky, ho ten, dong dAu)



BM.19-QT.06IHCTH ,,'

PHT} LT}C so 19: PHIEU THU

Dan vi: . Miu s8: C40-BB

MaQHNS: .

PHIEUTHU
71.Tg' thd ~IV: ay....... ang nam .

Sf>: .

Q ::. ::.uyen so: .....

NQ": .

C6: .
,

H "" ,."."Qva ten nguoi nQPhen: .
Dia chi: .
NQi dung: .
S ::. .;. (1 .. ;.)o hen: o~utien
(vi~t b~ng chir): .
Kern thea: .

THU TRUONG DON V1 KE ToAN TRUONG
(Ky, ho ten, dong ddu) (Ky, ho ten)

NGUmL~p
(Ky, ho ten)

Da nhan du sf>tien: - Bang sf>: .
- Bang chtr: , .

71.T ' th r ~Ivgay...... ang nam .
NGUm NOP THU QUY
(Ky, ho ten) (Ky, ho ten)

T " ..' ."+ y gia ngoai tt; : .

+ sf> tien quy d6i: .



BM.20-QT.06/HCTH

PHV LVC so 20: PHIEU CHI
Ban vi:
MffQHNS: .

Miu sA: C41-BB

PHIEUCHI
Ngay thdng nam .

S6: .
Q ;: f,uyen so:.....

.,
H '" ,. nha ."o va ten ngirot an tien: .. .
Dja chi: ..
N9i dung: .
S f, .;:.. (1 .. ;:..)o hen: O~lhen
(viet bang chlr): .
Kern theo: .

Ng: .
C6: ..

THU TRUONG DON VI.
(Ky, ho ten, dong ddu)

KEToAN TRUONG
(Ky, ho ten)

NGUOlL~P
(Ky, ho ten)

,
\

)
f,

B- nha d' f, t';:" B~ f,a ~n u so len: - ang so: .
- Bang chir: ..

THUQUY
(Ky, ho ten)

71.T ' th ' -Ivgay...... ang ......nam ....
NGUOl NH~N TIEN

(Ky, ho ten)

+ T'" ."y gia ngoai te : .+ ;. .~ l..
So hen quy doi: .



BM.21-QT .06IHCTH

PHU LUC so 21: GrAy DE NGHI TAM UNG. . . .
Dan vj: . Miu sA C42 - HD

Ma QHNS: .

GrAy DE NGHI TAM UNG. .
N ' ha Vgay tang nam .

Kinh gtri : .

Ten t6i 13.: .

Thii trmrng don vi K~ toan truong

Duyet tam (rng:...... (Ky, ho ten)

(Ky, ho ten)

Ph ....trach bQ ph~n

(Ky, ho ten)

NgU'm d~ngh]

(Ky, ho ten)

B6 phan (hoac dia chi) : ... ..
n::' hi h t ' ;. t·::' (v·;'t b':' hfr)ue ng !c 0 am img so len :......................... Ie ang c u .

Ly do tam irng : .

Thai han thanh toan : .



BM.22-QT.06/HCTH

PHU LUC so 22: GIAv THANH ToAN TAM UNG. . .
DO'D vi: .

BM.22- QT.06IHCTH
Miu s6 C43 - BB

Mi QHNS: .

GIAYTHANHTOANT~MUNG
AT ' th ' ~IVgay..... ang nam .

- H<;> ten nguoi thanh toan: .

- B<)phan (hoac dia chi): .

- D~ nghi thanh toan tarn irng thea bang diroi day:

Di~D ghii s6 ti~D

A 1
I. se tien tarn irng

1. s6 tam irng cac ky tnroc chua chi hSt

2. se tam irng ky nay:
Ph·': hi ,: ,- leu C I SO ............. ngay .........
Ph·': hi ,: ,- leu C I SO ............. ngay .........

- ...
II. se ti~n d~ nghi thanh toan

1. Clnrng tir s6 ........... ngay .................

2...........................................................

III. se thira tam irng d~ nghi n<)ptra lai

IV. s6 thieu d~ nghi chi b6 sung

Thii truong don vi

(KY, ho ten)

K~ toan K~ toan thanh toan NgtrOid~ ngh]

(Ky, ho ten) (KY, ho ten)truong

(Ky, ho ten)

I



BM.23-QT.06IHCTH

PHV LVC so 23: GIAY BE NGHI THANH ToAN

Don vi: .

Ma QHNS: .

GI.Ay DE NGHJ THANH ToAN
Ngay thang nam .

Ki h .,.
II gm: .

H 'tA , • dA h' th nh t rQ va en ngiroi eng! a oan: .

BQphen (Hoac dia chi): .

NQi dung thanh toan: .

S6 tien: Vi~t bang chir: .

(Kem theo chimg tir gJc)

NgrrOid~ nghi thanh toan

(Ky, ho ten)

K~ toan truong

(Ky, ho ten)

Thii trmmg don vi

(Ky, ho ten)



BM.24-QT.06/HCTH

PHDLUC so 24: BANG ICE CHI TIEN CHO NGUOl TRAMDU. . .
HQI NGHJ,HOI THAO, T~P HuAN

Mi QHNS: .
Miu sa C44- HD

(Ban hanh kern theo Thong tu 107120171TT- BTC

ngay 24/1112017 cua so Tai chinh)

BANG ICE CHI TIEN CHO NGUOl THAMDV'

DaD v]: .

HOI NGHJ,HOI THAo, T~P HuAN

- N<)idung: .

- Dia diem h<)ithao (tap huan): .
Thr . hoi ths , h'y , / / d:" , / /- en glan 91 ao: ngay, lU ngay en ngay .

sa sa ti~n
HQ va ten Chirc Don vi Ky

TT cong tac
Ngay Ngay ..

TBng sa nh~nVl} ....
..... ....

A B C D 1 2 3 4 E

CQng x x X
, ,

Tong so nguoi tham dir: .
TA :..t';' d- h' (V':" b~ htt)ong so len a C 1 let ang c ir : .

Ngay thdng. ndm .....

Thii truong don vi

(Ky, ho ten, dong ddu)
NgllOi l~p

(Ky, ho ten)

I


