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M UNG -HOAN UNG

VA PHAM VI AP DUNG.

toan chimg tir ké toan nhdm tao thuan lgi cho ngudi phu trach phan hanh
ké toan thanh toan x@ 1y chinh Xéc, nhanh chéng, kip thoi va cho ngudi tam tng hodc
thanh toan.

-Pon vi kiém soét, theo ddi va ca nhan trong qué trinh tam Ung, thanh toan. Pam
bao tudn thu dung ché d6 tai chinh quy dinh.
2. Pham vi ap dung.

Quy trinh nay dugc ap dung cho toan trudng.

IL. PINH NGHIA VA TU VIET TAT.
1. Pinh nghia:

Tam Ung — Hoan Gng la qua trinh ma nha truong ung ra trude mot khoan tién dé
thuc hién cac hoat dong cua don vi va thuc hién thanh toan sb tién tam ung va ghi s6 ké
toan théng qua giy thanh toan.

2. Tir viét tat:

BGH Ban giam hiéu TP Cong tac phi
KB Kho bac P.TCKT  Phong Tai chinh — Ké toan
NH Ngén hang P.TCHC Phong Tb chirc - Hanh chinh
QCCTNB  Quy ché chi tiéu néi bd BM Biéu mau

IIL. TAI LIEU THAM KHAO:

~Théng tu sb 24/2024/TT-BTC ngay 17/04/2024 Hudng din ché d6 ké toan hanh
chinh su nghiép;
Quy ché chi tiéu ndi bé ban hanh kém theo quyét dinh 49/2025/QP-CbXD ngay
15/01/2025 cua Hiéu trudng trudong Cao dang Xay dung Thanh phd H6 Chi Minh.
IV. LUU PO. (Xem trang 5)
1. Quy trinh tam Ung
2. Quy trinh hoan Umg

V.PAC TA. (Xem trang 6-8)

QT44/TCKT /01 Trang 2 /21




Quy trinh: TAM UNG —-HOAN UNG

V1. QUY PINH HO SO THANH TOAN

TT Noi dung

Hb so thanh todn

Phuc vu cong tiac dao tao, tuyén sinh, hoat dong chung ciia nha truwong.

1 | Hd so tam tmg

- Gidy dé nghi tam tmg

- T& trinh du to4n kinh phi thuc hién mau
BMO07/QT44/TCKT/01 duoc BGH ky duyét
(ban chinh).

2 | Ho so quyét toan tam (g

- Quyét toan béng tién mat:

+ Gidy nop tién trinh trudng don vi ky mau
BMO08/QT44/TCKT/01

-'Quyét toan bang chimng tir:

+ Gidy dé nghi thanh toan tam tng

+ Ké hoach, t& trinh du toan kinh phi thue
hién dugec BGH ky duyét (ban sao).

+ Chuimg tr ban chinh ( héa don tai chinh
theo quy dinh hién hanh va chung tir hop
phép khac).

VIL CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 9)

Stt Tén biéu miu/ hwéng din M3 héa
1 | Giby dé nghi tam tng BMO01/QT44/TCKT/01
2 | Gidy @ nghi thanh to4n tam tng BM02/QT44/TCKT/01

Bang ké chi tién cho nguoi tham du Hoi thao, tap
3|l BMO3/QT44/TCKT/0]1
uan

| Bang thanh toan tién thué ngoai (dung cho thué N————
4 | cong nhan thué khodn viéc) Q
5 | Bién ban giao nhén tai san ¢6 dinh BMO05/QT44/TCKT/01

Phiéu giao nhén nguyén liéu, vat liéu, céng cu dung
6 BMO06/QT44/TCKT/01

cu

7 T0 trinh du toan kinh phi thuc hién

BMO07/QT44/TCKT/01

8 | Gidy ndp tién

BMO08/QT44/TCKT/01

9 | Gidy d nghi khoén cong tac phi

BM09/QT44/TCKT/01

10| huee ngoai)

Giay dé nghi khoan cong tac phi (TH di céng tac

BM10/QT44/TCKT/01

11 | Bién nhén tién

BMI11/QT44/TCKT/01

QT44/TCKT /01
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Quy trinh: TAM UNG -HOAN UNG

Stt Tén biéu miu/ hwéng din Mi héa
12 | Danh sach nhan tién BM12/QT44/TCKT/01
13 | Bang ké mua hang BM13/QT44/TCKT/01

VI. LUU TRU HO SO

Stt

Tén hd so Noi luu

Hinh thie
Iwu

T Hinh
Thoi gian thite

Iuvu hud

Hb so thanh toan P.TCKT

Ban cing

Theo

20 ndm qug@inh

QT44/TCKT /01
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Quy trink: TAM UNG -HOAN UNG

QUY TRINH TAM UNG
Lép ho so tam ing Thuc hién thanh toan tam Luu trit ho so
ung
e
g 2 ‘
S < - 1.Lap ho so tam 5. Nhan tién tam
5 2 | tng ang
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Z & 8 |
y
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.2 4. Chi tam un > )
E Kiémtra ' g ho so
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QUY TRINH HOAN UNG
Lép ho so thanh quyét toan tam Ung | Thuc hién thanh quyét toan Luu trit hoé so
tam ung
=1}
g7 = . a
% 5. ; 1.Lap hf.) i 5. Quyét toan tam
e 'E RS : thanh qu3’/et toan ung
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CAO DANG

XAY DUNG
THANH PHO

TRUONG CAO PANG XAY DUNG
TP. HO CHI MINH

GIAY DE NGHI TAM UNG

Nody.. .« thing o s ae nam..........
SOt

1| <
1 VR o) - H T PSP
B phiin (hofe lachi): « o coummmmommmmmonn s connmsvsnransnsemmeonsmmsm ik
Pé nghi cho tam tmg s6 tién: .................. (Viét bang chit) ..............
Lo 0 TAITLIIIDE «.om0s sisims s 10108 B s o sins sws s on o wmsmson AR RAAES
Thén Bty TEn ORI ... enmsmonomnnn mmmms e S8 5 0506 SR SR FR R MRS S0n

Thu trudng don vi Ké todn truong Ké toan thanh todn Phu trach

- (Ky, ho ten) (Ky, ho tén) “(Ky,hotéen) by phan

(K, ho tén)

QT44/TCKT /01

T tam ung

G — THUONG BINH BM01/QT44/TCKT/01

\,P‘o 24 ONQ

Nguoi dé nghi

(Ky, ho tén)

Trang 9/ 21



Quy trinh: TAM UNG -HOAN UNG

BO LAO PONG — THUGNG BINH
VA XA HOI
TRUONG CAO PANG XAY DUNG
TP. HO CHi MINH

GIAY PE NGHI THANH TOAN TAM UNG

BM02/QT44/TCKT/01

Ngay ..... thang .....n8Mm ...

-~ ot nigat Tan b OB o ssssm s 1ussy BuaEms LR e e

- S6 tién tam \ing duoc thanh toan theo bang ké dudi day:

Dién giai

V&% ao ™\ \

A B

I - S6 tién tam Gng
1.S6 tam ung cac ky trudc chua chi hét
2. S6 tién tam ung ky nay:
-Phiéu chisb............ ngay......
- Phiéu chi sb............ ngay......
I1. S tién da chi:
1. Chimg tlr sb .......... ngay.......
2. Chimgtirsb .......... HEAY 5550
: .
II1. Chénh léch
1. S6 tam ung khong chi hét ( I-11)
2. Chi qua s6 tam tmg ( II-1)

Thi trudéng Ké toan truéng Ké toan thanh Phu trich Nguoi dé
don vi (Ky, ho tén) toan b phan nghithanh todn

(KY, ho tén)

QT44/TCKT /01

(Ky, ho tén)

(Ky, ho tén)

(Ky, ho tén)

Trang 10 /21



Quy trinh: TAM UNG -HOAN UNG

BO LAO PONG - THUONG BINH
VA XA HOI
TRUONG CAO PANG XAY DUNG
TP. HO CHI MINH

BANG KE CHI TIEN CHO NGUOI THAM DU

BMO03/QT44/TCKT/01

HOI THAO, TAP HUAN ,
SO e
- N&i dung hoi thao (1P BUAN).......ceeeeierriree e
- Dia diém hoi thAo (1P HUAN) ... s nsenans
T el H RO wocsmmmmmmammnssns ngay, t ngay...../ ... ...dén ngay... /. /..
S6 Ho va tén nguoi Chiic Don vi o Ky
. . . So tién
TT | tham du hdi thao, tdp huan vu cong tac nhin
A B C D 1 B
Cong XXXX
TOTE 50 TR hE Qi srmam s e oot oL ins
Thigab i a2 ohi (Vi Binp bl sonssmonmans s s
Ngay..... thang....nam.....
Thi truéng don vi Phu trach don vi Nguoi chi tién
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

QT44/TCKT /01

Trang 11 /21




Quy trinh: TAM UNG —-HOAN UNG

BO LAO BPONG — THUONG BINH
VA XA HOI
TRUONG CAO PANG XAY DUNG
TP. HO CHi MINH

BM04/QT44/TCKT/01

BANG THANH TOAN TIEN THUE NGOAI

(Dung cho thué nhan céng, thué khoan viéc)

Horva temmgubithul s cunenmrammsmmsmmsssemsssmss st
BoiphaniCHOAe QB hl)i v nea S s
D3 thué nhiing coNng VIBE SaU A&: ........ovoveoeeeceeeeee e enes
Tai dia GEM.....oveereceeereeeesee e tlr ngay........... dén ngay................
. S6 cén% Tiér? S6 tien
o Ho va tén hoticsd Noi dung hodc tén| hoac khéi | Pon gia Thzfmh thu,é conlai | Ky
nguodi dugce thué cong viéc thué | lugng cong |thanh toan| tién |khau| dugc | nhén
=L viéc dilam trir nhéan
A B 6 D 1 2 3 4 5 E
Cong X X X X X
pé T - i icim s nnrnraresannranmssrevendronmsssnsssatesnsens saseansasans sonasann cho thanh toan s& t&n:.......ccoevees covveene
TONG 6 tIEN (VIEt DANE CHIU ..vvoveeeeeeeeeeeee e ee e eesee s e e eeesees e s
(Kém theo.... chitng tir ké todn khdc)
Ngudi dé nghi Phu trach Ké ton thanh Ké toan truéng  Thi truéng don vi
thanh toédn b phan todn (Ky, ho tén) (K, ho tén)
(Ky,-ho tén) (Kjifha‘rén)—(]{ﬁ-h@-fé”)

QT44/TCKT /01 Trang 12 /21



Ouy trinh: TAM UNG -HOAN UNG

TRUONG CAO DPANG XAY DUNG TP. HO CHi MINH EIGS R
BON VI eosssissnmmmmisnisgs
BIEN BAN GIAO NHANTSCDP
Ngay .....thdng ....ndm ...... SOt
Can ctr Quyét dinh A — NZAY ....... thang ....... DB covouad (031 - EORR
....................................................................................................... v& viéc ban giao TSCD
Ban giao nhin TSCD gém :
~ONG/BA e ChUC VU oo Dai dién bén giao
BB omrspmmnswms ChUC VU i Dai dién bén nhan
ORTIBA .o sisisamsimen i CHIE Vil Pai dién....cco.c.e..
-ONE/BA .o CHIE VA - mmsammmamiis Pai dieti v .
i e B o TR TSEED orssressmmmanrsssronsrasmasses i s e A S s
Xac nhén viéc giao nhan TSCD nhu sau :
Cong Tinh nguyén gi4 tai san cd dinh Tai
Tén, ky hiéu £ Nudec " Nam z . . liéu
S quy céch hs.? san N;m dua Sl‘.‘?t Gia Ch,l Ch,l Nguyén ky
A iéu K san . .| (dién phi phi < 2
T (cap TSCH xuat adt Y2250 ik mua ciar chiay | * gia thudt
hang TSCD) (XD) dung Tké) (Z SX) chu.yén ohilk TSCb E:t:c])
A B C D 1 2 3 4 5 6 i 8 E
Cong X X X X X X
DUNG CU, PHU TUNG KEM THEO
SoTT Tén, qui cach dung cu, phu ting Pon Vi tinh Sé Tuong Giatri
A B C 1
Ngudi nhén TP.Quin tri doi song Ké toan TSCD Ngui giao
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

QT44/TCKT /01 Trang 13 /21



Quy trinh: TAM UNG -HOAN UNG

TRUONG CAO PANG XAY DUNG TP. HO CHi MINH

BM06/QT44/TCKT/01

PHIEU GIAO NHAN NGUYEN LIEU, VAT LIEU, CONG CU, DUNG CU

Ngay......thdng

nam ......

- Ho t€n nguoi S1a0: ..oevieeee e FNACHL * esrmmanmsnrmssinsssibbiess

Hai bén d4 tien hanh giao, nhén céc loai nguyén liéu, vat liéu, cdng cu, dung cu, nhu

sau:
T.jén nhan hiéu, quy cach, phém A 6 i
STT | chat nguyén liéu, vat liéu, cong cu, e _ Pon gid Thanh tién Ghi cha
a tinh luong
ung cu
A B D 1 2 3 4
1
2
3
4
5
6
Cong
Ngwoi lap Bén nhan Bén giao
(K, ho tén) (KY, ho 1én) (Ky, ho tén)
QT44/TCKT /01 Trang 14/ 21



Ouy trinh: TAM UNG —HOAN UNG

TRUONG CAO PANG XAY DUNG TP. HO CHI MINH .«
Mau s6 : BM07/QT44/TCKT/01

TO' TRINH DU’ TOAN KINH PHI THU'C HIEN
VIV sosssian e s e i ey S s s s
Ngay thang  nam 20

1. Cin ctr 14p dy toan: ) ‘
[ Hudng dan ghi: Noi dung trong muc 1 the hién su da cho phép cua cap c6 tham quyén
cAp trudng quyét dinh hodc can cir theo che dg, quy che ...]

2. M6 ta khai quat cong viéc:

[ Huéng dén ghi: Thé hién cac ndi dung sau
- C4c ndi dung co ban cua cong viéce
- Thanh phén tham gia
- Pia diém tién hanh
- Thoi gian bat dau, két thic
- Ca nhén quan hé tai chanh (ho tén va ma s6 CBVC)]

3. Du toan chi:

[ Hudng dén ghi: Thé hién trong bang du toan phia dudi nhung can luu v 1a néu ndi
dung chi nhiéu phai lap thém phu luc giai trinh cac khoan chi dinh kém theo du toan nay va cot
ndi dung chi phi chi thé hién ndi dung khai quat.]

STT Noi dung chi phi Giai thich S6 tién
Chi tiét dén mirc nho nhat | Cén thiét thé hién s6 luong, don gia,
dinh muc chi,..

TONG CONG XXXXXXXXXX

Hiéu truong Trwong don vi
(Ky, ho tén)

QT44/TCKT /01 Trang 15/21



Ouy trinh: TAM UNG —-HOAN UNG

TRIU(‘)'NG CAO PANG XAY DUNG TP. HO CHI MINH Mu s6 : BMOS/QT44/TCKT/01
PON VL,
GIAY NOP TIEN

- Ho va tén ngudi nop 1. o ettt

O D ITCIC6) L 261 4 i TS —

B o =t B T —————

= B0 R0 BEIE BB . . coomsenmmsmomnmmrsncns sn e omsomssmmsses i 0 5 SRSV 0 6 5 S dong

= S8 BT BREE BRI .. e cememsirmmsmsn ames sommmmmmmmames 13 wosm asisnmidi S5 HIHR AR5

............................................................................................ dong

=Ly do/NOT dung nOP tHENT co...vvvveee e et

Ngay ..... thang .....ndm 20....
Ngudinp tien
(KY, ho tén)

QT44/TCKT /01 Trang 16/ 21
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Quy trinh: TAM UNG -HOAN UNG

BO LAO DONG — THUONG BINH
VA XA HOI
TRUONG CAO PANG XAY DUNG
TP. HO CHi MINH

MAu sé : BM09/QT44/TCKT/01

GIAY PE NGHI KHOAN CONG TAC PHI

NEaV socoimn NG o soie HOM wovvvsnisn
Kinh gl e
Ho tén nguoi aé AGRE i Bé phdn (don vi) & oove i
INGE QUNZ: oot ot it it et et et et et et e e e e e e e e e e e e e s s s e e s

Dé nghi duoc khodn tién cong tdc phi trong thoi gian di eng tde nhw sau::
Thoi gian di eong tdc: .......ngay; Ngay @i ..o NAY Vel
1. Phu cdp heu trii: 200.000 déng/nguwdi/mgay; Ngay diz......... Ngayvé:..........
Srfrfénphycdlu!wurrzjd’uacnhzjn.'.........................................................................

2. Dinh mikc tién phong/ ngay / ngudi :

Noi dén la cdc Qudn thugc TP | Noi dén la cde Qudn thudc | Noi dén la cdc ving con lai
true thuge Trung wong va TP | TP truc thudc Trung wong, tai
dé thi loai I thudc tinh thi xa, TP con lai thude tinh

450.000 dong/ngay/nguoi ] |350.000 dong/ngay/nguoi [] | 300.000 dong/ngay/ngudi []

B0 15 O vl e BRI o oo svss susssesssmeins S5 5 s o 0 o R
3. Tién thué xe/ngudi/dot cong tdc:
(] Pink mikc tién thué xe: 400.000 @/ nguoi / dot cong tdc .
l:] Pinh mukc tién thué xe Ha Néi ra san bay: 600.000 @/ ngwoi / dot cong tdc.

Sé tién dé nghi khodn duwroc nhdn = IT2+3= i .,.dé‘ng

VIBE BANG CRTE ........ooooeooee oot déng
(Kémtheo ..................... chimg tir gc )
Nguoi dé nghi Phu trach Ké toan thanh Ké todn truéng  Thi trudng don vi
thanh toan bd phan toan (Ky, ho tén) (K, ho tén)
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

QT44/TCKT /01 Trang 17/ 21



Quy trinh: TAM UNG -HOAN UNG

BO LAO PONG — THUCONG BINH
VA XA HOI
TRUONG CAO DANG XAY Miu s6: BM10/QT44/TCKT/01
DUNG TP HO CHI MINH

GIAY PE NGHI KHOAN CONG TAC PHI

Kinh gri: .ooveviininiii

Ho tén ngudi & nghi: ............... B phan (don vi): ...oooeiiiiii

Noi dung: Dé nghi dugc khoan tién chi phi di cong tic theo quyét dinh sb ..../QD-CDXD, ngay
....thdng .... nam ..... cla Hiéu trudong truong Cao dang Xay dung TP.HCM va théng tu

102/2012/TT-BTC ngay 21/6/2012 ctia B$ Tai chinh nhu sau:

Thoi gian di congtic: ....ngay; Ngaydi:......... i Ngay YBL spmmnasias
1.Dinh miic tién phong: ........ USD/ngudi/dém;

S6 tién phong duoc nhan: ........... uUsbh

2.Phu cép luu trii: .......... USD/ngudi/ngay

S6 tién phu cép luu tra duge nhan : ........... USD

3.Tién dién thoai va internet: ........USD/doan/dot cong tic

4.Thué phuong tién tir trudng dén sdn bay va nguoc lai: .............. dong/ngudi

S6 tién phu cap thué phuong tién trong nuéc duge nhén: ........... déng

5.Thué phuong tién tir sin bay vé dia diém cong tac: ......... USD/ngudi/mudc

S6 tién thué phuong tién tr san bay vé& dia diém cong tac duoc nhan: ........... USD

6. Thué phuong tién di lai tai ........... trong sudt thoi gian cdng tac: ......... USD/ngudi/nude
S4 tién thué phuong tién di lai tai ....... duoc nhén: ........ USD/ngudi/nudc

7. Phu cAp tién dn va tidu vat: ........... USD/ngudi/ngay

S6 tién phu cép tién an va tiéu vat dugc nhan:......... ddng (Quy dbi theo ti gid quy déi ngan
hang......ngay ....thang ....nim ..., 1 USD=....... déng)

8.S6 tién dé nghi khoan duge nhan (142+3+4+5+6+7) @ ......... ... Péng.

VB BANG CRIT  o.os cos s et e e et e e e s s s e et et et e e e e

(Kém theo .... chimg tir gbc )

Ngudi de nghi Phu triach by phan Ké toan Ké todn trudmg Thi trudng don
thanh toan thanh toan
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Quy trinh: TAM UNG -HOAN UNG

TRUONG CAO PANG XAY DUNG TP. HO CHi MINH MAu sé: BM11/QT44/TCKT/01

-1 1 4 O —
BIEN NHAN TIEN

- Ho va tén ngudi nhan: ..........cooiiiiieeeeiieee, Ma s CBVC...............
S 1A CL DO VIt e
- S8 CMND/Thé can CUGC: v et bién
thoal:........coeeveeiiiitt.
= SE AN DANG SO: «oeeee et dong

- SO tEN VIt BANG Chll: oot

Ngay ..... thang .....nam 20....
Nguoi giao Nguwoi nhidn
(Ky, ho tén) (Ky, ho tén)
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Quy trinh: TAM UNG -HOAN UNG

" 5 S ! . o
TRUONG CAO DANG XAY DUNG TP. HO CHI MINH Mau s6 : BM12/QT44/TCKT/01

DPON VIiievnsossorsnensons
DANH SACH NHAN TIEN
L LT 0L e O
p Sb Pon 3
STT Ho tén Ponvi | danh/Chire 5 . iy Thanh tien | Ky nhian
vu ngay/budi mic
1
2
3
4
5
6
7
8
Tong cong Xxxxx
TONg 56 AN VIt DANG CRI:. ...ttt e e
Ngay thang ndm 20
Trudng don vi Nguoi lap
(Ky, ho tén) (Ky, ho tén)
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Ouy trinh: TAM UNG -HOAN UNG

rp- Y 1 = ~ T = ’ . .
TRUONG CAO DANG XAY DUNG TP. HO CHI MINH Miu 58 : BMI3/QT44/TCKT/01

DPON VL
BANG KE MUA HANG
Ngay.....thdng....ndm ...... Quyén sb:....c.unee..
S8
- Ho BN MU MUA v omamsmsmi s
- B phan (phdng; ban)i:usersamamnnnmmmmmsimms
£ < ¢ 3 3 s Tén ngudi o p
S6 Ten,»qU)A/ cach,hpham ch-at hang ban hodc dia an vi S6 D(.)‘p Thanh tién
T hod, vat tu, cong cu dich vu . 5 tinh lugng giad
chi mua hang
A B C D 1 2 3
Cdng X X X X
Téng 56 tiEN (ViEt DANG CHTE: .oovvovveeeeeeieee oot ss e
BIGIT CIIE oo e RS s e SR A O e T S ety
Ngudi mua Trudng by phan
(Ky, ho tén) (Ky, ho tén)
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