PHONG KE HOACH — TAI CHINH Mi sb:

Quy trinh Ban hanh lan:

= A Ngay hiéu lyc:
THEO DOI CONG NQ

Trang/Téng sb trang:

I. MUC PiCH VA PHAM VI AP DUNG :
1. Muc dich
Thu tuc quy trinh nay dugc x4y dung, thuc hién nham kiém soat hoat dong theo ddi cong no cua
CBCC Truong BPH Nong Lam TP.HCM.
2. Pham vi ap dung:
Tét ca cac CBCC cua Trudng c6 tam img kinh phi
IL TU VIET TAT
BGH: Ban giam hiéu
KTT: Ké toan truéng
KTCN: K& toan cong ng
KHTC: Ké hoach — Tai chinh

IIL. NQI DUNG :
L ?0 caibu'o'c ,\N?l d’ung t,h l,rcﬂhlen I Ngudi chiu trach nhiém Hb so lru
cong viéc (MO ta cac bude cong viéc)
- Ciin ctr vao gidy dé nghi tam ung ( cé %0 :
Dé nghj tam y kién ctia truéng/phé phong KHTC, K& todn cd Glay,de nghi
{mg va theo B}?n gidm hi¢u), phong KHTC ky Iénh et cne L tam ung
5i chi tién 2 o
!01 : - Lap dif liéu vao mdy tinh va vao sb 86 theo ddi
Nhaén ching tir thanh toan cé chir ky
thu trudng don vi
+ C6 bang ké khai thanh toan + hoa don
tai chinh/bién lai kém theo ban du tru
Theo ddi, kinh phi (ké hoach) dé ngudi kidm soat
thanh todn ti€n | | so sanh giita ké hoach va thuc hién R
hogc hoan img | | Néu Ia hop dong can co: K¢ toén cong ng HO so lién quan
chimg tir - Ban hop dong ;
- Bién ban nghiém thu
- Bién ban giao nhan
- Héa don tai chinh/bién lai thu
tién
- Thanh Iy hop dong
+ Sau khi kiém tra chimg tir, chuyén
trudng phong KHTC/ké toan trudng va
Ban gidm hi¢u phé duyét




A s , As oA
s (.10 caibu'o'c ,N?l d’ung t,h grchhu;n o Nguoi chiu trich nhiém Ho so lwu
cong viéc (M6 ta cac budc cong viéc)
- Cin cir thoi gian hoan ng trén gidy dé
nghi tam ung, gii thong bao cho ca :
nhan/don vi c6 ng dé thanh toan/hoan T Thoéng bao nhéc
ng theo han cu6i ghi trén thong bao 5 WoRnCLng Ny ng
- Néu ca nhan/don vi khong thanh toén
dung han, phong KHTC xin y kien Ban
giam hi¢u giai quyéet theo quy dinh
\
i . h\ A h h - Ta; ’ K,( , A
Luu hd so Tai phong Ké hoach - Tai chinh € toan cong ng
IV. MAU BIEU SU DUNG :
STT Tén biéu miu Mi s6 biéu mAu| Thoi gian lru | Noi luru Nguwoi/by phin
tdi thiéu chiu trach nhiém
1 Gidy thanh toan tam (g C33-HD 3-5 ndm Phong KHTC | BGH/KTT/KTCN/
Ngudi hoan ing
Ngwoi soan thio Nguoi kiém tra Nguoi phé duyét
é /
Chirc danh CHUYEN VIEN PHO PON VI TRUONG PON VI
Ho va tén Luong Thi Phuong Thao | ThS. Nguyén Vin Minh ThS. Bui Xuan Nha




