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I. Muc dich quy trinh :

Quy trinh nay quy dinh thong nhat va cong khai cac trinh tu, th tuc dé thuc
hién ké khai hang thang va quyét toan thué thu nhap ca nhan cudi nim cua ngudi lao
dong trong nha trudong, dam bao viée quyét toan thué TNCN dugc thuc hién kip thoi,
dung nguyén tic tai chinh, déng thoi ndp nao ngan sach nha nude day du.

1. Pham vi ap dung

Quy trinh nay ap dung dbi véi bo phan ké toan cua trudng Cao dang Mién Pong
khi ké khai hang thang va quyét toan thué thu nhap c4 nhan cubi ndm cta nha trudng.

I11. Tai liéu vién din

Luat Thué thu nhdp ca nhéan s6 04/2007/QH12 ctia Qudc hoi ngay 21/11/2007;

Luat stra doi, bd sung mot s6 diéu cua Luat thué thu nhap ca nhan s6
26/2012/QH13 ngay 22/11/2012

Théng tu s6 111/2013/TT-BTC ctia Bo Tai chinh vé Huéng dan thuc hién Luat
Thué thu nhap ¢4 nhan,;

Nghi quyét 954/2020/UBTVQH14 cta Qubc hoi vé ting mirc giam trir gia
canh;

Nghi dinh s6 65/2013/ND-CP ngay 27/6/2013 quy dinh chi tiét mot sé diéu cta
Luat TNCN va Thong tu s6 80/2021/TT-BTC hudng dan thi hanh mot s6 diéu cia
luat quan 1y thué

IV. Tr viét tit:

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

- TNCN: Thu nhép ca nhan - NLD: Nguoi lao dong
- VRG: Tap doan Cong nghi¢p Cao su - BTC: B Tai chinh
Viét Nam - HTKK: H6 tro ké khai
- TT: Thong tu - KK: Ké khai

- QT: Quyét toan
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QUY TRINH KE KHAI - QUYET TOAN THUE THU NHAP CA NHAN
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VI. Pic ta luu do

Bo
Bo " .
Tén budc ° han/Nguoi Keét qua Han 2 x 3
T | . T Noi dung phan/Nguoi P ;fg q . s Biéu mau/ho so
Cong viéc i ) . QL phoi hop dat dwoc hoan thanh
thuc hién o
thue hi¢n
s .. | ¥ Ra soat viéc thong ké tién
Ra soat, . \ N . \
£ .« | luong va cac khoan thu ngoai + Trudc ngay
do1 chiéu ) , R ,
P .. | luong ctia NLD c6 thu nhap . .. 10 thang sau
sO liéu e A , . - Phong Tai Lo pen
. | phat sinh hang thang va trong ] £ ~ rn s (doi voi ké
lwong va| , . Yz P chinh —Ké |Dtr liéu da duoc i
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+ Lap Bang tong hop tién :
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: u . , .
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Tén bud ° han/Nguoi Keét qua H 2 x
TT ?n u’Mc Noi dung phan/Nguoi p g ;fg " ot qud \ an\ Biéu mau/ho so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién A
) ) thue hién
hach lai xe.
+ Tong hop thu nhap phat
sinh trong nam cua NLD;
+ Thuc hién gidm trir ca nhan,
.9 t A} . 9 h \ r
glan? ru’ gia Fan Ava c?c T Trude ngdy
Téne h khoan giam tror khong ndp 10 thana sau
& 19 | 1ué TNCN khic theo quy - Phong Tai hang sa
thu nhap | .. , B . i (do1 voi ké
v tinh dinh K& todn chinh — K¢ | Bang tong hop khai)
3. + . |+ Thuc hién gidm trir nhién B toan, Ké toan | thu nhap va tinh , . | BM-QT.42-TCKT-04
thué con | .. . , , ., thué , P + Trudc ngay
A liéu va cac khoan cua gido trudng thué cua NLD g
nop/ndp . R . , 31/1 cia nam
. vién Trung tam Dao tao & sat Lo g
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Néu dong y, chuyén sang| trudong khai)
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Tén bud ° han/Nguoi Ket qua H 2 x o a
TT | oMot Noi dung phan/Nguoi p st o an Biéu mau/ho so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién A
) ) thue hién
budc 5 + Trudc ngay
Néu khong déng ¥, chuyén lai 10/2 cua nam
budc 3 sau (d6i voi
quyét toan)
Lap To + Trudc ngay
Khai ké 20 thang sau
khai han . . . . . . .. , . ddi véi ke
i s tg Ké toan thué 1ap to khai quyét Ké toan Phong Tai | Torkhai quyét | Olif:];; ©
5. 15 VA (04n thué TNCN theo miu cial  thué chinh — Ké toan thué 7 | BM-QT.42-TCKT-05
khai quyet 1o o cuc thué toan TNCN * Truge ngay
toan Thud = ° " 31/1 cita nam
TNCN cubi sau (d6i voi
nam quyét toan)
Ké toan thué giri Bang/phiéu
thong ké tién luong, thu nhap, + Trudc ngay
o ., | trir lwong va thué ca nam cho 20 thang sau
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J | NLD (cac ca nhan phai ndp L., . .. | Phiéuthongké | (do61véike
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Néu NLD khong déng v (co Y

kién thac mac), chuyén lai

sau (d6i voi
quyét toan)
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Bo .
Tén budé: ' han/Nguoi Két qua H . x s
TT ?n u’Mc Noi dung phan/Nguoi p g ;fg wol ¢t qua . an\ Biéu mau/ho so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién i * *
) ) thue hién
budc 3
+ Trudce ngay
N To . . . 20 thang sa
Qp. . ° K¢ toan thu€ ndp to khai thué . A : £ g Au
khai hang| . . , B ) ! L, . .. | To khai ké khai | (doi véi ké
théne/ts hang thang hodc to khai quyét Keé toan Phong Tai hane thane/ To khai)
7. O | toan thué TNCN cui nim 1én|  thué chinh — K& g tharg > V| BM-QT.42-TCKT-05
khat - quyct hé théng HTKK ctia Tong cuc toan khai quyCttoan | + Truoe ngay
toan Thu§ * . & A thué TNCN | 31/1 ctia nam
TNCN sau (doi véi
quyét toan)
+ T khai quyét
toan thué
, , + ) 3
Ké toan thué in to khai + ]:étllctNén ZE;F ILI;): nSgE:lUy
i o [uyéttodn thué TNCN tirhe \ luin gél o (,?iké BM-QT.42-TCKT-01
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TT T?n blr.(fc Noi dung phan/Nguoi phan/lj.gwm Ket qua \Han\ Biéu miu/hd so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién A
) ) thue hién
vién dao tao
+ Bang tong
hop thu nhap
cua NLD
+ Trudc ngay
26 thang sau
Lap 48| s in thué Lap dé nghi thu | Ké todn Phong Tai | D& nghikhay | (G01VOTKE
Q. ngh} thu thué trong luong dbi véi thué chinh —Ké& | trir thué TNCN kf}al) . BM-QT.42-TCKT-07
thu¢ trong nhimg NLP phai nop thué toan trong luong * Truoe ngay
luong i 15/5 cua nam
sau (d6i voi
quyét toan)
+ Trudc ngay
Ké toan truong Kiém tra 27 thang sau
danh sach Pé nghi khau | (doi voi ke
10 Kiém tra | Néu dong ¥, chuyén sang| K& toan Phong Ké | trir thué TNCN khai) BM-QT.42-TCKT-07
" | danh s&ch | bude 12 trudng toan truong | trong luong c6 | + Trudc ngay
Néu khong dong ¥, chuyén chit ky KTT | 20/5 cia ndm
lai bude 5 sau (ddi véi
quyét toan)
11 | KY  duyét Hiéu truong Ky duyét trir thgé Hicu truéng Phong Hiéu | Dé nghi khau | + Trudc ngay | BM-QT.42-TCKT-07
" |trr  thué TNCN trong luong thang tiép i trudng trir thué TNCN | 28 thang sau
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Tén bué ' han/Nguoi Két qui H x
?n u’.(:'c Noi dung phan/Nguoi p g A'fgu’m ot qud \ an\ Biéu mau/ho so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién A
) ) thue hién
TNCN theo cia NLD trong luong c6 | (dbi voi ké
trong luong chit ky Hi¢u Kkhat)
trudng + Trudc ngay
25/5 cia nam
sau (d6i voi
quyét toan)
A v \ ] . | Phong Tai Tul
Tra  thug Phong T6 chic — hanh chinhl  Phong To ch I'nhg Ké: thénu Sjﬁ?liK)
TNCN khau trir thué TNCN NLD ¢on| chiec —Hanh| Bang luong g 5 BM-QT.42-TCKT-08
trong luvong| phai ndp trong Iuwon chinh todn, ke toan Turthang 5
8 8P P 8 & thué nam sau (QT)
Ké toan vién cin ct to khai Tir thang sau
ét toan thué TNCN val Phong Tai To khai quyét
Hach o) he thué TNCN| it KE | K ot | toim ot | (KK) | BVHQT.42-TCKT-05
thué TNCN| ~ o5 "WORE, Ht 1t \ , Y oan T Tirthang 5 | BM-QT.42-TCKT-08
va hach toan thué TNCN vao toan Bang luong g
A A 1L, nam sau (QT)
phan mém ké toan
+ T khai quyét , .
Lo [ to4n thué Tr;‘: ;nngszf 01 BM-QT.42-TCKT-01
khai va toénv ; o b g q‘Lye Ké toan Phong Tai TNCN (KgK) BM-QT.42-TCKT-02
bang tong luon v thu khécg ¢ éng h()p thué chinh —Ké& + Bang tong Trube nei BM-QT.42-TCKT-03
hop thu | - n%é > 1OnE 0P to4n hop luong va | ' némgszu BM-QT.42-TCKT-04
nhap AP- thu trong luong BM-QT.42-TCKT-05
o QM)
ang tong
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Tén bué ° han/Nguoi Keét qua H X3
TT | SnOUoe Noi dung phan/Nguoi p st o an Biéu mau/ho so
CoOng viée . QL phoi hgp dat dwgc hoan thanh
thwe hién A
) ) thue hién
hop cac khoan
thu khac ngoai
luong
+ Bang Théng

ké tong sb hoc
vién dao tao
+ Bang tong
hop thu nhap
cua NLD




IV. Céc miu biéu ap dung

TT TEN BIEU MAU KY HIEU
1. | Bang tong hop luong va thu trong luong BM-QT.42-TCKT- 01
2. | Bang tong hop cac khoan thu khac ngoai luong BM-QT.42-TCKT- 02
3. | Bang Thong ké tong s6 hoc vién dao tao BM-QT.42-TCKT- 03
4. | Bang tong hop thu nhap cia NLD BM-QT.42-TCKT- 04
5. | To khat quyét toan thué TNCN BM-QT.42-TCKT- 05
s | Phiéu thong ke tién luong, thu nhap, trir BMLOT 42-TCKT- 08
lvong va thué TNCN
7. | Bé nghi khau trir thué TNCN trong luong BM-QT.42-TCKT- 07
8. | Bang luong 08

BM-QT.42-TCKT-




Miu 1- Bang tong hop luong va thu trong lwong
BANG TONG HQP LUONG VA CAC KHOAN THU TRONG LUONG THANG..../NAM ......

R R R < TIEN LE + . .
N . " TIEN TIEN NGOAI | AN TRUA + o TONG THU | TRU
STT | HOVATEN | MST | BOPHAN | yygng | o pr |TRUYLINH| 0 ip™ | ghixw

Nguwoi lap



Miu 2- Bang tong hop céc khoan thu khac ngoai luong
BANG TONG HQP CAC KHOAN THU KHAC NGOAI LUONG THANG..../NAM ......

TT CP 60%
GV KHOA
< B.01-K76, B-
U S
PR QT CP . K398, C1- THINH TTCPQL 2 N
STT HO VA TEN MST on thi TN TT C1K9 HiI'NRI_IOII\\IIEM K10, C1- GIANG NH Kkhoa NH Tong cong
2025 K11, VANG 2025-2026
ROT CAC
KHOA TOT
NGHIEP
Tﬁng tién
S6 chirng tir
Ngay chirng tir
Théang ching tir

Ngwoi lap




Mau 3 - Bang Théng ké tong s6 hoc vién dao tao

BANG THONG KE TONG SO HQC VIEN PAO TAO THANG/NAM ....

TT CP 60% GV C1 K9 +

STT HOQ TEN MA ST VR | e TONG CONG
S6 chirng tir PC20 | .
Negay chirng tir 10/01/2026 | ...
Thang chépgter | | 1 | i
HANG Bl1l1 | B2 |C c1 B11 B2 | C c1 Bl1| B2 | C | C1




BANG TONG HQP THU NHAP NGUOI LAO PONG THANG/NAM ... VA TINH THUE TNCN

Mau 4 - Bang tong hop thu nhap ciia NLD

2 N < bi Tén
) ) Téng | Giim ) tinh Thu | o5 | S6 non | thut o
Tong So P Giam .. Giam trwr Giam Phu cap thue Thu | nhép % thué ba °p u ;
= A 2 < So | Giam \ R \ . A p thué 2 J cac trir |
A Miso | lwong | Thu | Tong | thang " trir N trir thém trir Bao GV o chua nhap | tinh .. | phai | ndp . Con .
TT | Ho vatén % < . N nguoi . trir . < % o Ung . , ) phai A f ching | (Lwong .. | Ghi
thue nam | khac | thu lam PT ca ia ca gio + An hieém (Nhién ho trir tinh | thué nop1 | MOP trir tir + chc phai chi
2026 nhap | viée nhan cgénh nhan Khen trua liéu+S/c) ¢ BH+UH | thue 1 th.é?n nim | lwong thanh | chim nép
+gia | thuéng | +PT +Gia thang 91 2025 ! ng
A toan tir
canh canh
NGUOI LAP KE TOAN TRUONG HIEU TRUONG




Mau 5 - To khai quyét toan thué TNCN

TO KHAI QUYET TOAN THUE THU NHAP CA NHAN - MAU 05/QTT-TNCN
(Ap dung d6i vdi t6 chikc, cd nhan trd thu nhdp chiu thué tiv tién lrong, tién cong)
[01] Ky tinh thué: Nim ....

[02] Lan dau X [03] B6 sung lan thi:

Truong hop quyét toan: QT dinh ky

[04] T chirc c6 quyét toan thué theo uy quyén ciia ca nhan dwoe diéu chuyén tir to
chite cii dén té chirc méi do td chirc

cii thwe hién sap nhap, hop nhit, chia, tach, chuyén ddi loai hinh doanh nghiép hoic
diéu chuyén trong cing hé thong

[05] Tén ngudi ndp thué:
[06] M3 sb thué:

[13] Tén dai ly thué (néu cé):
[14] Mai s6 thué dai ly:

- : S6
STT | Chi tiéu Ma chi | Donvi | o oi/sé
tiéu tinh X
tien

Tong so6 ngudi .
1 lao dong: [16] Nguoi
Trong dé: Ca nhan cu tru co "
hop dong lao dong [17] Neuor
Tong s6 c4 nhan di khau trir thué .
2| [18]9[19]+[20] [18] | Nguoi
2.1 | Canhan cu tra [19] Nguoi
2.2 | Ca nhan khong cu tra [20] Nguoi

Tong sb ca nhén thugc dién dugc mién, ]
3 giam thué theo Hi¢p dinh tranh danh thue [21] Nguoi
hai lan

Tong so ca nhan giam

4 trir gia canh [22] Nguoi
Tong thu nhap chiu thué tra cho ca

> | nhan [23]=[24]+[25] [23] | VND

5.1 | Cénhan cu tru [24] VND

5.2 | Ca nhan khong cu tra [25] VND
Trong d6: Tong thu nhap chiu thué tir tién phi
mua bao hiém nhan tho, bao hiém khong bat

>3 budc khéac ctia doanh nghiép bao hiém khong [26] VND
thanh 14p tai Viét Nam cho ngudi lao dong

5 Trong do tong thu nhap chiu thué dwogc [27] VNP

mién theo quy dinh ciia Hop dong diu khi




Tong thu nhap chiu thué tra cho ci nhan
7 thudc dién phai khau trir thué [28] VND
[28]=[29]+[30]
7.1 | Canhan cu trt [29] VND
7.2 | Canhan khong cu tru [30] VND
Tong so thue thu nhap ca nhan da khau
8 trir [31]=[32]+[33] (31] VD
8.1 | Canhan cu tru [32] VND
8.2 | Ca nhan khong cu tra [33] VND
Trong d6: Tong s6 thué thu nhip ca nhan da
khau trir trén tién phi mua bao hiém nhén tho,
8.2 | bao hiém khong bat bugc khac ctia doanh [34] VND
nghiép bao hiém khong thanh 1ap tai Viét Nam
cho nguoi lao dong

II. NGHIA VU QUYET TOAN THAY CHO CA NHAN

DPon vi tien: Déng Viet Nam

] - : S6
STT CP ! Mf‘ chi Do’n v nguoi/So
tiéu tiéu tinh 3
tien
Tong s6 ca nhan uy quyén cho t6 chtrc, c4 nhan .
! tra thu nhap quyét toan thay [35] Nguoi 0
Tong s6 thué thu nhap ca
2 nhan d3 khau trir [36] VND 0
Trong d6: S6 thué thu nhép ca nhan da khau
trur tai to chire trude khi diéu chuyén (truong [37] VND 0
hop c6 danh dau vao chi tiéu [04])
3 ToPg sO EhueA thu nhap ca [38] VND 0
nhan phai nop
Tong s6 thué thu nhap ca nhan dugc mién do
4 ca nhan co s6 thué con [phai ndp sau uy quyén | [39] VND 0
quyet toan tir 50.000 dong trd xudng
To6ng s6 thué thu nhap ca nhan con phai nop
> | 1401=([38] - [36] - [39)) >0 e S DA b
To6ng s6 thué thu nhap ca nhan da nop thira
° | 7411 = (38] - [36] - [39)) <0 i R b
NHAN VIEN PAI LY THUE
Ho va tén: Nguwoi ky:
Chiirng chi hanh nghé so: Ngay ky:




Mau 6 - Phiéu thong ké tién luwong, thu nhép, trir luong va thué TNCN

[HONG KE TIEN LUONG, THU NHAP, TRU LUONG VA THUE NAM................

Hovatén: ... ...

Bophan: .

Chic vu:

| - THONG TIN VE TIEN LUONG VA CAC KHOAN THU TRONG LUONG NAM.......... A_
N . N . 5 AN TONG THU

1| THANG 1 0 0 0 0 0 0
2 | THANG 2 0 0 0 0 0 0
3 | THANG 3 0 0 0 0 0 0
4 | THANG 4 0 0 0 0 0 0
5| THANG 5 0 0 0 0 0 0
6 | THANG 6 0 0 0 0 0 0
7 | THANG 7 0 0 0 0 0 0
8 | THANG 8 0 0 0 0 0 0
9 | THANG 9 0 0 0 0 0 0
10 | THANG 10 0 0 0 0 0 0
11 | THANG 11 0 0 0 0 0 0
12 | THANG 12 0 0 0 0 0 0
Truy linh lwong 0 0 0 0 0 0
Cong 0 0 0 0 0 0




Il - THONG TIN VE CAC KHOAN TRU TRONG LUONG NAM ......cc.eueu...

STT

Théng

TRU BAO
HIEM

TRU UNG
HOQ

TONG TRU

TRONG LUONG CONNHAN

THANG 1

THANG 2

THANG 3

THANG 4

THANG 5

THANG 6

THANG 7

THANG 8

OO IN|OO|O B W IN|F

THANG 9

=
o

THANG 10
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THANG 11

=
N

THANG 12

Cong
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111 - THONG TIN VE CAC KHOAN THU KHAC NGOAI BANG LUONG NAM ......cu.u.....

STT

Thang

Tong thu khac

Chi tiét cac khoan thu khac phat sinh hang thang

Thang 1

Théang 2

Thang 3

Théng 4

Thang 5

Thang 6

N[ oo | ol WOW|IDN|PF

Théang 7

Ol o o|lo|o| o




8 | Thang 8

9| Thang 9

10 | Théng 10

11 | Thang 11

12 | Thang 12

oOo|lo|lo|lo|oOo| oo

Cong

TONG THU NHAP TRONG NAM:

IV - THONG TIN VE THUE THU NHAP CA NHAN

To6ng lwong nim 2026

Thu nhap tinh thué:

Thu khac

Thu nhép tinh thué 1 thang:

Tong thu nhap

S6 thué phai nop 1 thang:

S6 nguoi PT

S6 thué phai nop nam 2025

Giam tri ca nhan

ba nop tru luvong:

Giam trir gia canh

Da ndp ¢ cac ching tir thanh toan:

Giam trir thém gio + Khen thudng

Con phai ndp:

Giam trir An trua + DT

S thang duy kién trir lvong:

B4o hiém

S6 tién trir trong lwong 1 thang: :

Ung ho

Puoc hoan thué

PHONG TAI CHINH - KE TOAN




Mau 7 - Dé nghi khéu trir thué TNCN trong luong

TAP POAN CN CAO SU CONG HOA XA HQI CHU NGHIiA VIET NAM
TRUONG CP MIEN PONG Poc lap - Tw do - Hanh phiic

BANG PE NGHI KHAU TRU THUE THU NHAP CA NHAN NAM .....

( Cén cir trén bing quyét todn thué thu nhdp cd nhéan nam .....)

STT Ho va tén S6 tién KY ndp Ghi cha

W N

CONG -

So tién bang chir :

Pong Nai, ngdy  thang  nam 20..
Hiéu truwomg K¢ toan truwéng Nguwoi 1ap



Mau 8 - Bang luong

)\ TAP DPOAN CONG NGHIEP CAO SU VIET NAM
TRUONG CAO PANG MIEN PONG

BANG THANH TOAN TIEN LUONG & THU NHAP NGUOI LAO PONG KHOI SU NGHIEP

THANG ........ NAM ......c....
H¢ s6 theo quy dinh Cac khoan thu nhap i
ac
2 Tong N A Tién khoan | Téng Giam Triw p
S_l'_l' Ho va tén He sb ;f g hé so (l:\légnay lTlen ngoai Tién | Tién thu thu trur bdo TTI\lll éeN Tong tién
¢ 50 €39 | tinh ong wong gity in | dién | nhip | nhip | khac | hiém
Lwong tinh . tinh dwgc T -
— bio — hwén dwoc trea | thoai khac
g hiém g g hwéng
NGUOI QUAN LY
PHONG/KHOA/TT
TONG CONG

NGUOI LAP KE TOAN TRUONG HIEU TRUONG




