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I. Muc dich quy trinh :

Quy trinh ndy quy dinh théng nhét trinh ty, thi tuc dé thyc hién tam tng tai
Truong Cao dang Mién Pong nham giai quyét cong viéc tam ung thuan loi, ding
ché d¢, dap tng kip thoi nhu cau cta ngudi tam tmg va thue hién cong khai, minh
bach, dap img yéu cAu to chire, diéu hanh cua don vi.

1. Pham vi ap dung

Quy trinh nay ap dung ddi vé&i toan bd cac bod phan truc thudc, Cac can bo,
gido vién, cong nhan vién cua truong Cao dang Mién Pong khi thyc hién nhiém vy
c6 lién quan dén cong tac tam Gng tir ngudn tai chinh cua nha trudng.

I11. Tai liéu vién din

Cin ctt Quyét dinh s6 463/QD- HDTVCSVN ngay 16/10/2017 ctia Tap doan
Cong nghiép Cao su Viét Nam vé viéc phé duyét “Chuyén doi truong Cao dang
Cong nghi¢p Cao su thanh don vi su nghi€p cong 1ap tu chu, tu chiu trach nhiém
vé thuc hién nhiém vu, t6 chirc bo may, bién ché va tai chinh tir ndm 2017;

Can ctt Thong tu s6 99/2025/TT-BTC ngay 27 thang 10 nim 2025 cua B
truong BO Tai chinh hudng dan ché d6 ké toan doanh nghiép;

Can ctr Quyét dinh sb 524/QB-CDCS ngay 13/10/2025 caa Cong ty trach
nhiém hiru han mdt thanh vién Truong Cao déng Mién Pong vé viéc ban hanh Quy
chi ti€u ndi bo.

IV. Tur viét tit:

- P.TCKT: Phong Tai chinh —Ké toan - KTT: Ké toan trudng

- UNC: Uy nhiém chi - KTV: Ké toan vién
- NH: Ngén hang - TU: Tam ng
- KB: Kho bac - QT: Quy trinh

- CB, GV, NV: Can bd, Gido vién, - BM: Biéu mau

Nhan vién



V. Luu dd

QUY TRINH TAM UNG
TAP HQP CHUNG TU XU LY CHUNG TU LUU CHUNG TU
2
;% g 1. Xac dinh yéu ciu
= F
Sz
5% \
= E 2. Lap d& nghi tam |
o ,
> ung
Khéng ddng ¥
z O
g K 3. Kiém tra,
: E uyét dé nghi tam v
M
Dong y 8. Kiém tra va ky UNC 12. Ky Phiéu chi

U A A /. A

Z Khoéng dong y

qg X

I~ 4. Xét duyét

= tam Ung

=)

e

|

==

A
jasl A , i R R N e ; )
z Bong y 5. Lap phiéu chi/ 7. Trinh ky 9. Déng dau va 10b. Kep gitt 13. Sép xép, luu
> . " . > o n . » Chuyén UNC di » chung tur thanh - .
= Uy nhiém chi Uy nhiém chi A s . PR trlr ching tur
= <z( ngan hang todn ngén hang
2"
% E
o 11. Phan loai
e chung tir
-
A
y

. .

S 10a. Kep gil

g 6. Chi tién mit »{ chimg tir thanh —

E toan tién mat




VI. Pic ta hru d6

Bo
A . A B@ A AT xue X - . X X A
T Tén blr‘o:c Cong Noi dung phan/Ngudi pl:z:m/Ngu’O'l Keét qua \Han\ Biéu mau/ho
viéc oA phoi hop thuwe| dat dwgc hoan thanh SO’
thuc hién A
: j hién
Khoa/phong/trung tdm céan cu .
, o ) Trudng bd Khi bat dau
Xac dinh yéu | K& hoach-Du toan kinh phi da | Nguoi c6 nhu Du tru duoc BM-QT.41-
1. . . . phan cong viéc duogc
cau duogc Hi¢u trudng phé duyét, Xac | cau tam ung ky duyét ] TCKT-01
. giao
dinh nhu cau tam Uing
Giay tam
. ung cé chir L
. Cén cu nhu cau tam Ung, nguoi ) Khi bat dau
Lap dé nghi Nguoi ¢6 nhu Truong bo | ky cua nguoi BM-QT.41-
2. dugc giao thuc hién nhiém vu . cong viéc dugc
tam Uing . _ cau tam ung phan tam ing va ) TCKT-02
1ap dé nghi tam trng glao.
bd phan quan
ly
, . Giay tam
Tiép nhan, Kiém tra ndi dung
B L . , | ungco chir .
, giay tam ung; Ncu day da va - Phong Ké Trong 1 ngay
Kiém tra, duyét ky cua nguoi |
. ‘ dang ndi dung, ky duyét tam ting | toan trudng ké tir khi nhan
3. | dé¢ nghi tam , , K¢ toan truéng tam ung va ,
va chuyén sang budc 4; Néu chua - Nguoi tam dugc giay tam
ung N . bd phan quan
dung, huong dan hoan thién va ung ung

chuyén lai buéc 2

ly, ké toan

truong




B9

N Bo P 2 % \
Tén budec CoONg s A N et phan/Nguoi Ket qua Han Biéu mau/ho
T viéc Noi dung phan/Ng}r o1 phoi hop thue| dat dwge hoan thanh SO’
thuc hién A
i * hién
Cén ctr ndi dung tam Ung, néu
dong y cho tam tng, ky duyét Hb so da
Xét duyét , _ Phong Hi¢u ) .
4, tam Ung va chuyén sang budc 5; Hi¢u truong dugc ky Trong 1 ngay
Tam Ung ) . , _ trudng _
Néu khong dong y, chuyén lai duyét chi
budc 2
. ) Trong 1 ngay | + BM-QT.41-
Lap phiéu | Can ctr d€ nghi tam ung da duoc , Tha quy ~ . _
, K& toan thanh Phi€u chi | khi c6 chung tur TCKT-03
5. | chi/ly nhiém | ky duyét, ké toan thanh toan lap ) Nguoi tam ,
) , toan UNC tai phong ké + BM-QT.41-
chi phiéu chi/UNC ung ]
toan. TCKT-04
- Phiéu chi
C L - P.TCKT co chitky | Trong 1 ngay BM-QT.41-
o Chi tién mat can cr sO tién trén Kkhi ¢6 chime tir
6. Chi tién mat y . Tha quy - Nguoitam | nguoi nhan ' g TCKT-03
phiéu chi ) + .| taiphongké
ung tién va Thu toan.
quy
Ké hanh h ké Ké toan thanh PTCKT | UNC dién | Trong 1 ngay BM-QT.41
€ toan thanh toan trinh ké toan ¢ toan than - P. . A \ -QT.41-
7. | Trinh ky UNC ) dAy da thong | Khi €6 chimg tr
treong va hiéu truong ky UNC toan ) tai phong ké TCKT-04
tin t0
oan.
g Kiém tra, ky | Kiém tra ndi dung trén UNC, ky Ké toan - Phong Ké | UNC c6 chit Trong 1 ngay
UNC UNC truong toan truong ky ctia ké |khi co chung tir




B9

o . A Bo A ‘e £ - <% X A
T Tén blr.o”\c cong Noi dung phan/Ngusi pl}z:ln/Ngu’m Két qua ‘Han\ Biéu mau/ho
viéc oA phoi hop thue| dat dwge hoan thanh SO’
thuc hién A
i * hién
Hiéu trudng - Ké toan toan truong, | tai phong ké
thanh todn | Hiéu truéng toan.
) . . ‘ -UNC daco .
, bong dau va Chuyén UNC da co Keé toan - Ta1 KB,NH ] Trong 1 ngay
Chuyén UNC . . Xac nhén khi cé chinge tir
9. _ du chir ky ra NH, KB (noi truong thanh noi giao dich , g
di NH/KB ) ) chuyén tai phong ké
o tai khoan thanh toan) toan t04n
cua NH,KB :
+ BM-QT.41-
. , B ho so co TCKT-01
. Thu quy kep gitt b ching tur chi . o
Kep gitr chimg ' ‘ . day du chtr | Sau khi chi tién | + BM-QT.41-
10a. o tién mat sau khi ngudi tam Gng Thu quy Tai P.TCKT )
tur chi tién mat . Ky cua cac mat TCKT-02
da nhén tién . n
thanh vién + BM-QT.41-
TCKT-03
+ BM-QT.41-
‘ Ké toan thanh toan kep giit UNC Bo ho so ¢o _ 7 TCKT-01
Kep gilt chung ' ) , . Sau khi chuyén
va bg ching tir chi chuyén khodn | K& todn thanh ) day du chir + BM-QT.41-
10b. | tir thanh toan _ , ) Tai P.TCKT khoan qua ngan
o sau khi da chuyén khoan cho ca toan ky cua cac . TCKT-02
ngan hang A . ) hang
nhan thanh vién + BM-QT.41-
TCKT-04
11  |Phén loai ching |- Phéan loai ching tir theo ting | - Ké toan thanh| Tai P.TCKT H6 so da Thoi gian: 01 | + BM-QT.41-




B9

A B0 x 2 x o
Tén budec CoONg s A N et phan/Nguoi Ket qua Han Biéu mau/ho
T viéc Noi dung phan/Ng}r o1 phoi hop thue| dat dwge hoan thanh SO’
thuc hién A
i * hién
tor loai va theo thtr tu cac nghiép vu toan hoan thién thang TCKT-01
kinh té phat sinh dong dau + BM-QT.41-
TCKT-02
+ BM-QT.41-
TCKT-03
+ BM-QT.41-
TCKT-04
) + BM-QT.41-
- K€ toan thanh ,
' , . - Phong ké ‘ TCKT-01
K¢ toan thanh toan trinh K¢ toan toan - Hosoda
, ) toan trudng Thoi gian: 01 | + BM-QT.41-
12 |Ky Phi€u chi truong va Hi¢u truong ky cac - K¢ toan . hoan thién ]
» ) . - Phong Hiéu ) thang TCKT-02
phiéu chi va dong dau truong dong dau
. truong + BM-QT.41-
- Hicu trudng
TCKT-03
o . + BM-QT.41-
Sap xép chung tu theo ting o Ho so, bong hop: sau
_ _ - Tai phong ) TCKT-01
, . loai va thr tu cac nghiép vu . chung tr 1 thang
Sap xép, luu , K¢ toan thanh TCKT + BM-QT.41-
13 kinh t€ phat sinh theo; dong ] dugc dong Kho luu trir:
trir chung twr , toan - Kho luu trir . TCKT-02
hop luu trit ching tu; chuyén vao hop luu | sau khi duogc
+ BM-QT.41-

kho luu trir

troe

kiém tra

TCKT-03




Bo
. B) - . X x 3
Tén budec CoONg s A N et phan/Nguoi Ket qua Han Biéu mau/ho
T viéc Noi dung phan/Ng}r o1 phoi hop thue| dat dwge hoan thanh SO’
thuc hién A
i * hién
+ BM-QT.41-
TCKT-04
VII. Cac miu biéu
TT TEN BIEU MAU KY HIEU
1. | Dy toan; Ké hoach BM-QT.41- TCKT-01
2. | Gidy dé nghj tam (ing BM-QT.41- TCKT-02
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Mau 1- Dy toan

TRUONG CAO DANG MIEN BPONG CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG/KHOA/TT............... Poc 14p — Tu do — Hanh phic

Pong Nai, ngay  thing nam 20..

BANG DU TOAN KINH PHI
Kinh guri: ..ooovvieienn.

Can ctt K& hoach.....
Phong, khoa: .........c..c....... lap du toan kinh phi .......... nhu sau:

Pon gia Thanh tién

STT Tén san pham bVT S6 lwong VND VND

(N | o bW |IDN |-

Tong cong

HIEU TRUONG TRUONG XAC NHAN

DUYET PHONG TC-HC ~ PHONG,KHOA ~ NGUUTLAP



‘ ») ‘ A Mau 1- Ké hoach
TRUONG CAO DANG MIEN DONG CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG/KHOA/TT..... Poc lap — Tu do — Hanh phic

Pong nai, ngay  thing  ndam 20

KE HOACH
Ve viée .oovernnnnn Nam 20.....
Thuc hién chuong trinh hoat dong trong nam 20..., Phong/Khoa/Trung Tam ........... xay
dung ké hoach to6 chuec ......... nam............ nhu sau:
I. MUC PiCH
ILNQI DUNG

I11. THOI GIAN, PIA PIEM

IV. CAC BAN PHUC VU
1. Ban t0 chirc

2 eeeeene
V. KINH PHi TO CHUC
STT | NOIDUNG CHI |PVT | SO LUQNG | PON GIA | THANH TIEN
1
2
3
4
5
Tong cong
VI. TO CHUC THU'C HIEN
Noi nhin: PHONG/KHOA/TT...

TRUONG PHONG/KHOA/TT...

-Luu: ....



) ) Miu 2 - Gidy dé nghi tam tmg
TRUONG CAO PANG MIEN PONG M4iu s6 C42 - HD

S6 1428, dwong Phii Riéng D6, Binh Phuéc ,
tinh Pong Nai

GIAY PE NGHI TAM UNG

Ngay ......... thang ........ nam 20........
Kinh guri:

- Ban giam hiéu,

- Phong Tai chinh — K¢ toan.
LI L1 (0TI - SRRSO
Bd phan (hodc dia Chi): ..oovveiiiiiciii e
D& nghi cho tam UNE SO tEN 1 ...cvvvvveeeeieieeeeeee e,
(VIBE DANG CRIT: oottt
LY dO tam TN oot
Tho1 han thanh tOAN: .........oooiiiiiiii e

Thu truwdéng don vi K¢ toan trudng Phu trach bo phan

Duyét tam tng....... ........ (Ky, ho tén) (Ky, ho tén)

(Ky, ho tén)

................. )

Ngudi dé nghi
(Ky, ho tén)



MaAu 3 - Phiéu chi

TRUONG CAO PANG MIEN DONG Miu s 02-TT
(Kém theo Thong tw so 99/2025/TT-BTC

S0 1428, dwdng Phu Riéng D6, Binh Phudc , 04y, 27 thang 10 nam 2025 ciia B6 truong B Tai chink)
tinh Pong Nai
PHIEU CHI
Ngay ...... thang ..... nam .....
Quyén sb: ...,
SO: i,
No: v
Co: v,
Ho va tén nguoi nhan BIEIL: ettt ettt ettt ettt ettt
D1a Chi: e
LY 0O Chi: e e
SO N ... (Viét bang chil): ..vvoveveereerrrereiene,
KEmMtheo: ......cooiiii i Ching tir g0C:....ovveevrrennnee
Ngay .....thang .... nam ... ...
Giam dbc ) K& toan truéng Thi quy Nguoi 1ap phiéu Nguoi ndp tién
(Ky, ho tén, dong dau) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

+ Ty gid ngoai t€ (VAng bac, AA qUI): .eeoeeiieiieiie e s
F SO HEN QUY FOL: wervrveveceeseeeeceee e seeetes e sees sttt
(Lién giri ra ngoai phai déng dau)

Ghi cha: Tuy theo dac diém hoat déng san xudt kinh doanh va yéu cau quan Iy ciia don vi minh, doanh nghiép
duoc xdy dung, thiét ké biéu mau chung tir ké todn.



Mu 4 -Uy nhiém chi
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UY NHIEM CHI - PAYMENT ORDER

DE NGHI GHINQ TAIKHOAN (Please Debit accownt - SO TIEN (With amowy) PHI NH(Bank chaze
SO TK4CNa): BANG SO/In fizwsy 983830 Phi trons
Includng
TEN TK (4'C Nam¢ Congty TNHHABC BANC CHUTnwords Phingoai| |
2 o . . e < AR . 5 3 &tm
DIA CHi(Addws} 56 Duing 13C, P Bink Tri Déng B Q Bink Tan, Tam vdm chin mwoizau ngan hai ordm ammuot ba &ng chan.
Tp.HOM
8 TAI NH (With Baik)
=
e — = NOIDUNG (Detail: of Pgmes |
2| &GHICO TAI KHOAN/& Creadir accows & J ) B N
S Phi chuyén S0 + phi diée, Phi TT, v.v...
; SO TK(4'C N
B| | TERTR A S Nght hlog NPT Ming el (NP ng Kl KE TOAN TRUONG KY CHUTAIKHOANKY & DONG DAU
= 2 = Chi owsmy : Stmp
DIA CHi(Addresy 938 Nguyén Thi Digh P Thanh M Loi, Quin 2, i s Solde &
TP HOM
TAI NH (With Barik)
DANH CHO NCAN HANG (For Bz Use onhy . MA VAT:
Thanh toan vién Kiém soat Giam doc
m O
»SHB
Ngay(Date)
DON VI CHUYEN TIEN (Applicant) SOTIEN (Amount
Tén don vi trd tién; Bing 58
ACCount mame W figures
S6Tal khodn 83ng chix
Account No i wovdy
Pia chi
Address
T3i ngdn hang:
Wirh Sonk
DON VI NHAN TIEN (Beneficiary) Phi NH: ) Phitrong [ Phi ngodi
Bank charges Including Exciuding
Tén don vi nhin tién:
Seneficiory
56 TK/CMND/CCCO/MC: N&i dung:
Account No 1D Card/ PP No Dvsarls of paysmert
i A4 ik
£ia chi
Address
Tai Ngin hang:
With bonk
OON VI TRA TIEN (Appicant NGAN HANG (Zank of Appicant
K& 103n trudng/Chief Accountant Ch tal khodn/AC Hokder Ghi $8 ngdymveed
Xy, ghi ho bl (K. gi ho tén, dfu (nd cd) Giao dich vién/ reter Ki¢m 503/ Supery
Sige. ol Al name Sign, (T Aull name, seal (if any) (Ky. oM bo v Sign, Al Al nome) X5, o B0 Hn/S




