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PHONG KE HOACH - TAI CHINH | S6 hiéu: QT.KHTC-LCCT-13

Lan Ban hanh: 01

QUY TRINH LUAN CHUYEN VA

LUU TRU CHUNG TU Ngay Ban hanh:  /08/2020

Téng sb trang;

1. MUC PiCH

- Théng nhét trinh tu, thi tuc va phan cong trac nhiém trong cong tac tai chinh.

- Pam bao viéc luan chuyén va luu trit ching tir theo diing quy dinh.
2. PHAM VI AP DUNG

a. Poi tugng ap dung:

- B6i tuong ap dung la toan thé vién chirc, ngudi lao dong, don vi truc thude Trudng
Dai hoc Bac Liéu va to chirc c6 lién quan.

b. Pon vi thuc hién

- Phong KH-TC ¢6 trach nhiém hudng dan, kiém tra va cung cip biéu mau dé thuc
hién cac hoat dong tai chinh. Bam bao quy trinh luan chuyén chimg tir va luu trit ching tir
ké toan theo quy dinh.

- Cac Khoa, Phong, Trung tdm, Bo mén truc thugc Truong, vién chirc, nguoi lao
dong thyc hién theo quy trinh ban hanh.

3. TAI LIEU VIEN DAN
- Luat ké toan s6 88/2015/QH13 ngay 21 thang 11 nam 2015 cia Qudc hdi nude
Cong hoa x4 hoi chi nghia Viét Nam khoa XIII, ky hop thir 10;

- Nghi dinh s6 43/2006/ND- CP ngay 25 thang 4 ndm 2006 cua Chinh pht quy dinh
quyen tu chi, tu chiu trach nhiém vé thuc hién nhiém vy, td chic bo may, bién ché va tai
chinh d6i voi don vi sy nghiép cong lap;

- Quy ché chi tiéu noi b ban hanh theo quyét dinh 232/QD-DHBL ngay 06/06/2018
va cac vin ban stra d6i mot sb diéu Quy ché chi tiéu ndi bd.

- Théng tr 107/2017/TT-BTC ngay 10/10/2017 ciia Bo Tai chinh veé huéng dan ché
dd ke toan hanh chinh, sy nghiép.

- Théng tu 11/2020/NB-CP, ngay 20/01/2020,Vé viéc Quy dinh vé thi tuc hanh
chinh thudc linh viee Kho bac Nha nuéce.

- Thong tu 19/2020/TT-BTC ngay 31/03/2020 VEé viéc Stra di, bd sung mot sb dicu
cua Thong tu 50 77/2017/TT-BTC ngay 28 thang 7 nam 2017 ctia B6 Tai chinh hudéng din
Ché d6 ké toan Ngan sach nha nuée va hoat ddng nghiép vu Kho bac Nha nude.

- C4c van ban hudng dan hién hanh khéc c6 lién quan.




4. THUAT NGU, PINH NGHIA VA CHU VIET TAT
4.1. Pinh nghia:
- Don vi: Gom céac khoa, phong, trung tim, B mén truc thude Truong.
- C4 nhan: vién chirc, nguoi lao dong trong don vi.
- T4 chirc: cac don vi ¢6 pahst sinh giao dich vdi Trudong Pai hoc Bac Liéu
4.2, Chir viét tit:
- BGH: Ban Gidm hiéu
- KH - TC: K¢ hoach — Tai chinh
- TC - HC: T6 chirc — Hanh chinh
- KTT: Ke toan trudng
- KTTT: K¢ toan thanh toan
- KTTH: K¢ toan tong hop
- TQ: Thu quy
- PC: Phicu chi
- PT: Phiéu thu
- CT: Chimng tir
- UNC: Uy nhiém chi
- GRDT: Giay rat dy toan
- CK: Chuy€n khoan
- TM: tién mit




5. NQI DUNG
5.1, Luu dd

1. Giri — nhén chirng tir:
Cdi nhdn, don vi, 16 chirc ¢6
nhu cdu tam img, thanh todn
dén giri ho so cho KTTT

Khéng dat yéu cau

2. KTTT thuc hién
kiém tra, d6i chiéu
chitno tr

Dat yéu cau

'

3. KTTH thuc hién nghiép vu

Y
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W
-

o 4 KTT, BGH phé duyét -
ching tir Rl

5. KTTH thuc hién giao dich KBNN,
NHTM

6. Liru ho so, chirng tir




5.2, M6 ta quy trinh

Don vi/ca
Buéc Noi dung chi tiét nh:::,l:l:‘ u 'tl;:ll:: E:g:: Biéu mau/HO0 so lién quan
nhiém . :
o : ; ., | = Céa nhan P
h. 5 ch it : %
Buée 1 ('?a . G’?'n T to, B Ponwi .Khl p h?’E B CT theo nghiép vu kinh t¢
e sinh nhu cau tam 0ng, thanh : o sinh nghi€p iy
(SERBRRLT L gsin giri hd so cho KTTT - T0 chire vu R
' -KTTT
2.1. KTTT tiép nhan ho so
thanh toan. i
é.&%. iT‘TT thyc hién ki€m tra, | - Phong - BMO1/QT.KHTC-LCCT-1
Buée 2 0i ¢ leu’CT. o N TC-HC Saiibadie 1 | * BM02/QT.KHTC-LCCT-1:
(KTTT thye - Néu chirng tir khdng hop Ic; -KTTH (Khi nh3 - BM03/QT.KHTC-LCCT-11
hiénkiémtra, | lién hé ci nhan, don vi, t6 | -KTT fiv go O | - BMO4/QTKHTC-LCCT-13
dbi chiéu CT) | chirc didu chinh, b sung. | - BGH el | . B0 CT theo ghidp vu kinh
- Néu CT hop 1&: hudng din phat s
lap CT tam ung, thanh toan.
- Chuyén KTTH.
- BM05/QT.KHTC-LCCT-13
’ KTTH thyc hién nghiép vu: - BMO6/QT.KHTC-LCCT-13
Buéc 3 hach toan ghl Sé dl,nh khoan - BM07/QT.KHTC-LCCT-13
(KTTH thyc lao chi Hr t il th 1; -KTTH Sau budc 2 | - BMO8/QT.KHTC-LCCT-1]
hién nghigp vy) | '¢P COUNg tu tam ung, than - BM09/QT.KHTC-LCCT-13
toan chuyen KTT phe duy¢t " Ba CT theo nghlép vu kinh [té
phat sinh
- BMO1/QT.KHTC-LCCT-13
- KTT thuc hién kiém soat - BM02/QT.KHTC-LCCT-1]
chung tir va ky duyét chimg - BM03/QT.KHTC-LCCT-I :5
tr chuyén KTTH. - BM04/QT.KHTC-LCCT-13
Buéc 4 ‘ . . | -KTTH - BM05/QT.KHTC-LCCT-13
- KTTH thyc hién trinh ky ;
(KTT, BGH phé BGH -KTT Sau budc 3 | - BM06/QT.KHTC-LCCT-13
duyét CT) e -BGH - BM07/QT.KHTC-LCCT-1}
- BGH ky duyét CT. . - BM08/QT.KHTC-LCCT-13
- CT chuyén phong TC-HC d¢ - BM09/QT.KHTC-LCCT-1}
dong dau, chuyén KTTH. - B CT theo nghiép vu kinh|té
phat sinh
- KTTH thyc hién x ly CT: - BMO05/QT KHTC-LCCT-13
r + Boi véi CT thu-chi TM: | prry - BM06/QT.KHTC-LCCT-13
BubeS | chuyén CT cho thi quf thuc | - Pl - BM07/QT.KHTC-LCCT-1}
o giao ey | hién thu-chi tién mitt, _KBNN | Saubuéc4 | - BMOS/QT.KHTC-LCCT-13
KBNN, NHTM) | POI voi ‘Cva:huyell khoan: | - NHTM :BMOWQT.KHTE—LCCT-LS )
Két xuat va giri CT 1én DVC B4 CT theo nghiép vu kinh|t¢
ciia KBNN va NHTM. phat sinh
Ho s0 sau khi dugc thanh
quyet toan s€ dugc hach toan | KTTH ) - Cac CT ké toan
va luu trit theo quy dinh: _KTTT - Cuoi thang | - S6 ke toan
Buéc 6 6.1. Khi két thic thang, KTTT | RTT -Kétthic | - BCTC va cac biéu mAu the
(Lwuhd so, CT) | tap hop CT ké toan. _BGH nam tai Théng tw 107/2017/TT-BTC
6.2. Phan loai CT ké toan theo chinh ngay 10/10/2017 cia BJ tai

cung loai, ndi dung kinh té,
theo tirng thang.

chinh.




6.3. Sap xép CT theo ndi dung
nhu budc 6.2, theo trinh tu
thoi gian va s chimg tir ting
dan.

6.4. Cudi nim tai chinh thuc
hién in s6 ké toan va lap
BCTC theo quy dinh. Thuc
hién trinh ky, déng d4u va dua
vao luu trit theo nam.

6. HO SO LUU VA PHU LUC BIEU MAU
6.1 Ho so luu

Gidy dé nghi tam tng - Ban gidy Phong TC-HC
2 | Bang ké thanh toan CTP - Ban gidy 10 nim | Phong TC-HC
3 | Gidy dé nghi thanh toan TM | - Ban gidy 10 nim | Phong TC-HC
4 | Giay dé nghi thanh toan CK - Ban gidy 10 ndm Phong TC-HC
S - Phan mém ké toan - ;
5 | Uy nhiém chi (KBNN) B gily 10 ndm Phong KH-TC
6 Béang kelnol dung tam ung/ - Pi}an mém ké toan 10 nim Phong KH-TC
thanh toan - Ban gidy
7 | Gidy rit dy toan ; gkfa“ e 10 nim | Phong KH-TC
-Bangay
8 | Phiu thu £ gtfa“ mem ki toan 10 nam | Phong KH-TC
- Ban giay
o | Phiéu chi -Fhenmenmietoin | jovie | Bhilng RECHE
- Ban gidy

6.2 Phuy luc biéu méu

- a - __ :
2 | Bang ké thanh toan CTP BMO02/QT.KHTC-LCCT-13
3 | Gidy dé nghi thanh toan TM BMO03/QT.KHTC-LCCT-13
4 | Giay dé nghi thanh toan CK BM04/QT.KHTC-LCCT-13
5 | Uy nhiém chi (KBNN) BMO05/QT.KHTC-LCCT-13
6 | Bang ké ndi dung tam (rng/ thanh toan BMO06/QT.KHTC-LCCT-13
7 | Giky rat du toan BM07/QT.KHTC-LCCT-13
8 Phiéu thu BMO8/QT.KHTC-LCCT-13
9 | Phiéu chi BMO09/QT.KHTC-LCCT-13




[BM01/QT KHTC-LCCT-13|

Pon vi : TRUONG PAI HQC BAC LIEU MAiu s6 C42-HD
M3 don vi SDNS: 1030149 (Ban hanh kém theo Thong tw 107/2017/TT-BTC

Ngay 10/10/2017 cua B¢ Tai Chinh)

GIAY PE NGHI TAM UNG

Ngay......thang... ... .. nam 205
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Ma QHNS: 1030149

Miu s C17 - HD

[BM02/QT.KHTC-LCCT-13]

(Ban hanh kém theo Théng tu sb 107/2017/TT-BTC ngay
10/10/2017 cua B Tai chinh )

BANG KE THANH TOAN CONG TAC PHi

Thang.......... nam...........
Y «A . .
‘ Tidn vé 1;{;“&‘-‘ T]':: i Sheién | g5 o | Sbtibn | [ o
STT Noidi> Noidén | (tau, xe,.) | AP el L Céng di tam S0P con duge Y¥' | Ky nhin
| | [ PO nghi | .erirene " tra lai ” chi
................ img nhén
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Cong

Tﬁng s0 tién (Viét bf‘:ingrchi'r):

(Kém theo.... chitng tir géc: Vé, Gidy di dwong, Hod dom,...)

Ngudi dé nghi thanh toan

(KY, ho tén)

K& toan thanh toan

(KY, ho tén)

Keé toan truéng

(Ky, ho tén)

Ngay....thang....ndm ...

Thi truéng don vi

Ky, ho tén)




Don vi: Trudng Pai hoc Bac Liéu

B phén

Mai don vi SDNS: 1030149

P I S

BANG KE PE NGHI THANH TOAN

IBM03/QT KHTC-LCCT-13]

MAu s6 C 41 - HD
( Ban hanh kém theo Thong tw s6 107/2017/T}
ngay 10/10/2017 cia Bé Tai Chinh)

-BTC

Ngay... ... thang...... ndm 2020
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Ho tén ngudi d& nghi thanh t0ANn: ..ot
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STT Ndi dung chi S6 tién Duyét chi
A B 1 2
Cong
TR —— chimg tir goc
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Ngudi dé nghi thanh toin K& toan thanh toin K& toan trwémg Thi truéng don vi

Ngay .... thang .... ndm 2020




IBM04/QT . KHTC-LCCT-13|

Pon vi: Trudng Pai hoc Bac Liéu Mau C40-CK
' R (Ban hanh kém theo Thong ne 107/2017/TT- BTC
Mai BV SDNS: 1030149 ngay 24/11/2017 ciia Bé Tai chinh

GIAY PE NGHI THANH TOAN CHUYEN KHOAN
Ngay thdng ndam 20...
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NGUOIPENGHI KE TOAN THANHTOAN KE TOAN TRUGNG HIEU TRUONG



[BM05/QT.KHTC-LCCT-13|

M4iu sb 16¢1

. ) Ky hig¢u: C4-02a/NS
Khéng ghi vao ; UY NHIEM CHI
khu vire nay Chuyen khoan Tien mit tai KB
Tién mét tai NH
Lap ngay ...... thang ... ndm .......
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KHO BAC NHA NUGC PON VI TRA TIEN
Ngay..... thang ... nam Ngay ... thang ... ndm ... Ngay .... thang ... nam ...
Thi Kétoin Kétodn  Gidm Ngudi nhén tién Ké toan Chii tai khodn
quy truéng doc (Ky, ghi ho tén) trudng (Ky, ghi hg tén,
(Ky, ghi ho dong ddu)
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[BM06/QT.KHTC-LCCT-13|

Mau s 07

Ma hiéu: ...........
S6: ...
BANG KE NOI DUNG THANH TOAN/T AM UNG
(Kém theo Gidy rit du todn, 1y nhiém chi, Gidy dé nghi thanh todn tam ung 56 ..... Niim Ngdn sdch
Don vi sir dung Ngin siach: Thanh tosn tryec tiép: O
Ma don vi: Tam ing: O
M3 ngudn: Thu hoi tam img: a
Ma CTMTQG, Dy 4an ODA ..
Héa don Chiing tir - So tién
. . » " a e . £ . g
STT sS4 Ngay{thang] <6 Ngay{thang/ NDKT N§i dung chi So D!I’lh Pon 8id | 1y o tidn
niam nam Lwgng| mirc thuc te
1 | (4) (3) (6) (N (8) (9) (10) (11=8*10)
Téng s6 tién bing sé:
TOng s6 tién bang chi: ..o
Trong d6: s6 thu hdi R T ———————— 8O thanh FOAN: .......... .. oo e oo
Ke toan trudng Ngay...... thang .. ham....

(Ky, ghi ho tén)

Thu truwdng don vi '
(Ky, ghi ho tén, dong dau)




Khéng ghi vao [BM07/QT.KHTC-LCCT-13|
khu vyc nay o
Mau so 16al
Ky higu: C2-02a/NS
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Ngay.. thang..nam...
Ngudi nhén tién
(Ky, ghi ho tén)

K& toan truéng
(Ky, ghi ho tén)

Ngay ... thang ... nam ...

Thi truéng don vi

(K, ghi ho tén, dong ddu)

KHO BAC NHA NUGC
Ngay ... thang ... ndm.....




IBM08/QT KHTC-LCCT-13|

PON Vi oo Miu sé: C40-BB
MA QHNS: ..o, (Ban hanh kém theo Théng tw s6 107/2017/TT-BTC ngay
10/10/2017 cua B Tai chinh)
PHIEU THU
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IBM09/QT KHTC-LCCT-13|

Don Vit .ooviiie Miu sb: C41-BB
Mi QHNS' (Ban hanh kém theo Thong tw s6 107/2017/TT-BTC ngay 10/10/207

ctia B¢ Tai chinh)

PHIEU CHI
Ngay.....thang ... .ndm... ... ... Quyén sb: ...
SO i,
No:
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(Ky, ho tén, dong dau) (Ky, ho tén) (Ky, ho tén)
D3 nhan di $6 tEN: = BANZ S0 ....vvieeeeeeeieeeeeeeeeeeee et es et
S BANE CREL oottt ettt
Ngay .....thang... ...ndm .....
THU QUY NGUOI NHAN TIEN
(Ky, ho tén) (Ky, ho tén)

F TR DEOBI 181 ssuon vy sy R S S S A R PSS PRSPy
F SO HBN QUY FOL: ..ottt




