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QUY TRINH TAM UNG, THANH TOAN TAI CHINH CONG POAN

- Dam béo cho qua trinh thanh todn cc khoan chi dugc thue hién theo mot hé
thong, p

Quy trinh ndy dugc 4p dyng trong Céng doan Trudng Pai hoc Cén Tho.

Vén phong Céng doan c6 trach nhiém hwéng din dé quy trinh duge thuc hién
hi¢u qua.

» Ngudi cé nhu cu thanh toan
= Ké toan

=  Thu quy

= Chu tich Cong doan

1. Luu d6 QUY TRINH TAM UNG

Burde Luu dd Dot twgng M ti chi tiét
Trach nhiém

Hb so chimg tir gbm:

+ Gidy d& nghi tam ung

+ K& hoach cong viéc va Dy todn kinh phi da dugce
Chu tich phé duyét (ban sao).

+ Hop dong (néu co)

{[Ngudi tam fng
|
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! + Cac chitng tir khac (néu co)
|
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1 | tam ng

2 Kiémtrahdso; |ooi| | K¢é toan kiém tra hd so tam tmg. Néu chua c??ly du
thil tyc tam tng & =~ Keé toan thi ghi 15 1y do va d€ nghi ngudi tam img bo sung.
: Neéu day du thi trinh Chu tich Cong doan duyét.
|
1
1 |Chu tich Cong : . B
3 . | Ao Duyét ho so. Néu khong dong ¥ thi ghi 1o 1y do va
Duyét = tr3 lai cho ngudi c6 nhu cAu thanh toan,
4 Thuec hién chi K¢ toan Thi quy chi tién/Ké toan thanh toan chuyén khoan
tam (g Thu quy Ngén hang.
|
C K& toan luru hoéa don, chimg tir lién quan dén thanh
5 Kiém tra/ Ké tofin tosn

Luu ho so

A




2. Luu d QUY TRINH THANH TOAN/HOAN TAM UNG

7 C Luu hd so >

Busc Luu db Rodl g Mé t chi tidt
Trach nhiém
Hb so chimg tir gbm: (ban gbc)
+ Gidy d& nghj thanh toan
Nop hd so + K& hoach, cng viéc va Dy toan da duge Chi tich
thanh toéin pgucithanh - \phe duygt. ,
oan + Céc chimg tir gbc kém theo: Hoéa don, danh sach
ky nhén,...
+ Hop ddng (néu c6)
+ Céc chitng tiy khac (ndu c6)
v Ke toan kiém tra hd so thanh toan/hoan tam g,
Nhén, kidm tra o Néu chl;a (i;Iay du thi ghi rd 1y do va tra lai cho
chimg tlr thanh toén | 1 |K€ todn nguoi thanh toan.
1 , . 2
: - Néu ho so khong c6 Dy toan thi can c6 phé duyét
: chi ctia Chu tich Cong doan.
o Ké toén trinh Chu tjch Cong doan k¥ duyét.
Y ’;I 9 . N
5 Ch]J tich Cong | Néu khong dong ¥ thi ghi 15 1y do va trd lai cho
Duyét -~ |doan ngudi ¢6 nhu cau thanh toan.
, Cén cilr ching tir dé ngh1 thanh toan d dugc duyét,
Ké toan 1ap phiéu va hach toan.
G h’" — K& toin K& toén 1ap chitng ti¥ chi trinh Chi tich ky duyét.
A g tu & Thtt qu§ chi tién/Ké toan thanh toan chuyén Ngan
Hach toan fian
g
Thu quy ,
v . 5 \ )
5 Chi tidn may/ Ké toz?m Thye hi¢n chi tién mit/chuyén khoan
chuyén khoan Nguoi thanh
toan
o Hang quy, K& toan dbi chiéu s6 du tién m3t véi_
v Thu quy Thi1 quf thong qua s0 quy va lyu lai chimg tix d6i
6 Péi chiéu s licu, K¢ todn chicu,
bao céo quy Thu qu bdo céo tdn qui mdi quy cho Chu tich
Cong doan.
v K& toan luu héa don, ching tir lién quan dén thanh
K¢é todn toan,
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- Hd so phai dugc thanh toén trong vong 02 thang ké tir khi thyc hién. Néu khong thanh toan
s& xem nhur hé so bi hay.

- Hoan tht hd so luu kho dinh ky m&i quy.

- Cong van c6 higu luc tir thang 4/2019,

TM. BAN THUONG VU

Noi nhin: oL
- BCH, CP céc don vi (d& thue hién); 2/ :
AN THO

- Luu VP.
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