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QUY TRINH
\/ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04

y

1978

TONC n \ _ \
TRUONG BATHOC NHAN SU VA THUC HIEN | Ban hanh lin:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu Iyc:...../.....[......
BAO HIEM

Theo dbi sira chira/bo sung tai liéu

Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai li¢u

TT Don vi
1 Ban Tai chinh — Ké toan
2 Ban T6 chuc nhén sy, thanh tra va phap ché
3 Cac don vi truc thudc
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QUY TRINH
'\/ | PHOI HGP QUAN LY Ma s6: QT/BTCKT/04
TRUONG DATHOC NHAN SU VA THUC HIEN | Ban hanh lan:
L‘ JTHUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
o BAO HIEM
1. MUC PiCH

- Chuén héa, thdng nhit quy trinh phdi hop quan 1y nhan sy, thuc hién ché do tién
lwong, bao hiém cho nguoi lao dong trén co so ing dung cong nghé thong tin;

- Tang cuong tinh chinh xac, kip thoi trong viéc thuc hién ché d6 tién luong, thanh
toan thu nhap ddi véi VC/NLD;

- Tao co s6 tich hop hé thong thong tin quan 1y nhan su va quan 1y ké toan - tai chinh.
2. PHAM VI AP DUNG
2.1. P6i twong ap dung

Céc hoat dong lién quan quan 1y nhan sy (hop dong lao dong, hop dong 1am viéc, thinh
giang, cac quyét dinh lién quan ngudi lao dong...), ché do tién lwong, bao hiém.

2.2. Trach nhiém ap dung

Ban Tai chinh - Ké toan (BTCKT) va Ban T4 chitc nhan sy, thanh tra va phap ché
(BTCNSTT&PC) cung phdi hop chit ché dé cap nhat thong tin thay doi nham thuc hién kip
thoi, chinh xac cac ché d6 lién quan dén VC/NLD.

3. TAI LIEU THAM CHIEU
Nhirng van ban phap ly cua Nha nude, Chinh phu, cac B nganh.
Nhitng van ban cua Truong Pai hoc Tha Dau Mot ban hanh.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT

VC/NLD Vién chue/Nguoi lao dong
BTCKT Ban Tai chinh - K¢ toan
BTCNSTT&PC Ban T6 chuc nhan sy, thanh tra va phap ché
5. NOI DUNG QUY TRIiNH

5.1. Luu do
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y

1978

TRUONG DATHOC
THUDAUMOT

QUY TRINH
PHOI HOP QUAN LY
NHAN SU VA THUC HIEN
CHE PO TIEN LUONG,
BAO HIEM

Mi s6: QT/BTCKT/04
Ban hanh lan:

Ngay hiéu lyc:...../...../ ......

Phét sinh théng tin
nhan su moi

A4

Cép nhat thong tin,
thay doi

!

Lap bang thanh toan

Phé duyét
cnia TDMT]

Thanh toan cac ché do

|

Cap nhat, diéu chinh
phu hop vé1 quy dinh

Bao cao

!

Luu ho so
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QUY TRINH
.\/ - PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DAL HOC NHAN SU VA THUC HIEN | Ban hanh Iin:
L‘ JTHUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
" BAO HIEM
5.2 Noi dung quy trinh:
Thoi | Nguoi Biéu
TT Noi dung cong viéc han chiu Pon vi phdi hop mau/ ho
: ; hoan trach ’ : so' Minh
thanh | nhiém chirng
Buoc 1: Phat sinh thong tin nhan
Sy moi
Thong tin nhan sy méi dugc phat
sinh tr BTCNSTT&PC vé viée
ky hop dong tuyén dung méi N
nhan vién, giang vién, ky hop Hop fiong
dong thinh giang, quyét dinh lao dong,
nghi huu, théi viée va cac ché do Hop dong
chinh sach lién quan dén nhan sy thinh
khac db6i voi VC/NLBD thudc giang, hop
TDMU, BTCNSTT&PC sé& ban ddng cong
hanh cac hq‘p dong, van ban lién 1 VC/NLD téc, hop
1 |quan d6 dén cac bo phén} lién théng BTCKT | BTCNSTT&PC | dong hop
quan va Ban Tai chinh - Ké to%n BTCKT tdc nghién
dé cap nhat thong tin thay doi clru
lién ?L}anhdfn I(l)}iénk SL_FA(cltlli ,tié't Céc quyét
xem tai phu luc 01 vé viéc huon -
Zin ohi tidt noi dung thyc hitn dinh thay
i : : doi thong
cap nhat thong tin nhan sy). tin  nhan
- Bén canh d6 mot sb thong tin su
khéc lién quan do VC/NLD cung
cap da duoc xac minh cu thé 1a
co s& dé BTCKT cap nhat cac
ché d6 chinh sach cho VC/NLD
thudéc TDMU.
BLrO’C%: Cap n%;at thong tin nhan Cic don vi chic Hop fTong
g | Swmdi thay doi L | BTCKT | nang thyc hign | 12° 9008
- Can cu vao hop déng, cac van thang ké khai Hop déng
ban thay d6i thong tin nhan su tir thinh
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QUY TRINH
.\/ - PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DAL HOC NHAN SU VA THUC HIEN | Ban hanh Iin:
L‘ JTHUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
o BAO HIEM
Thoi | Nguoi Biéu
T N@i dung cong viéc han | chiu | b Vi phéihgp | ™AW 1O
. ; hoan trach ’ i so' Minh
thanh | nhiém chirng
BTCNSTT&PC, Ban Tai chinh - giang, hop
Ké toan s& thuc hién cap nhat déng cong
thong tin nhan sy vao hé thong tdc, hop
tai chinh va theo d@i thong tin dong hop
nhan sy phu hgp véi thong tin tac nghién
nhan su dugc thy hudng. cuu
- Bén canh d6 BTCKT ciing thuc Cac quyét
hién cap nhat nhiing thay ddi lién dinh thay
quan dén bao hiém y té, bao d6i thong
hiém xa hoi cia VC/NLD véi tin  nhan
cac co quan hitu quan. su  lién
quan
Hop dong
Bude 3: Thanh todn cdc ché dé lao d()n‘g,
lién quan nhan sy Hop dong
Sau khi céc thong tin nhan sy da th{nh
s o : giang, hop
dugc cap nhat, dieu chinh phu dbng cong
hop vé1 quy dinh, Ban Tai chinh , j
A N N tac, hop
- Ké hoach dau, tu thuc hién 1 Canhan cé thy | d 6ng hop
3 | thanh toan cac ché do chinh sach théng BTCKT nhap ti 3n lrong | tac nghién
ma VC/NLD theo thoi gian dugc i ,
huong va truy linh cho VC/NLD cut )
néu thoi gian duoc hudng trude Cac quyet
day chua dugc thanh toén. dinh  thay
Luu ¥: chi tiét huéng dan thuc doi thorAlg
hién xem tai phu luc 01 tin nh.?n
sur lién
quan
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QUY TRINH
- PHOI HOP QUAN LY Ma s6: QT/BTCKT/04
L JTRU‘,]NQ.B-*'“?C NHAN SU VA THUC HIEN | Ban hanh lin:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
. BAO HIEM
6. HO SO/ BIEU MAU LIEN QUAN
M <& Thoi gian
TT Tén biéu miu S0 luu Noi Iru
(néu cd) , .
toi thieu

1 | Hop dong lao dong 5 ndm BTCKT
2 | Hop dong thinh giang 5 nam BTCKT
3 C_Zflc quyét dinh thay do61 thong tin nhan sy 5 nAm BTCKT

lién quan
4 Hop Adong cong tac (dao tao Hoc ky doanh 5 nAm BTCKT

nghiép)
5 | Hop dong hop tac nghién ctru 5 nam BTCKT

Phu luc 01 - Hudng dan chi tiét noi dung
6 A A Nt A A

thuc hién cap nhat thong tin nhan sy

7. PHU LUC

Phu luc 01: Huéng din chi tiét ndi dung thwe hién cip nhét thong tin nhén su

- ) THOI HE THONG/
STT NQIG THUC HIEN DON Y!CPHU T
DUN TRACH GIAN |MAU BIEU SU
3.1 [HQP PONG LAO PONG
. ;iALaP hop dong lao KhL co Iilhat Mau hop ddng
d;g op  dong; ‘ BTCNSTT&PC 3‘? | 9P| a0 dong, hop
ong - Lap hop dong lam ong 1ao dong lam viéc.
viéc. dong,  hop
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A A - St (A
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu Iyc:...../.....[......
W6 LD BAO HIEM
0 3 THOI HE THONG/
T o | ey | PN o,
GIAN |MAU BIEU SU
- Trinh ky hop dong
iZSnd\?ire}f-, hop dong A , Hop dong lao
‘ , C w, ‘ Ch‘am nh?tt O? dong, hop déng
Trinh ky1 - Chuyén hO'p déng BTCNSTT&PC ngay khi co lam ViéC.
ban hanh bing van ban, to khai phat sinh hop |~
i 45 To khai tham
tham gia BHXH (qua ong. 2 BHXH
hé théng ES) cho ¢
B.TCKT.
- han hop dong lao Chm nhit 05 | Hop dong lao
dong, hop dong lam ¢ . \done. hop don
Cdp nhat | a. ngay khi [°% g{}’.P g
di ligu - o nhén hop lam viéc;
tién - f: ap nhat dl}, 11@}1’1 BTCKT dong lao | To khai tham
lwong, |10 l}f"ﬁ%’ ba_‘j hf‘?» dong,  hop |gia BHXH
bio hi¢m |12 SO NNAN Vien (NEU don 1am | g p a1
c6) vao hé théng ké i HE thong ke

toan - tai chinh.

toan - tai chinh.
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DAL HOC NHAN SU VA THUC HIEN | Ban hanh Iin:
UTHUDAUMOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
e LT BAO HIEM
STT DTJ([:]IG THUC HIEN D()_’rNRX[C l|)_|HU THOI H~E TH?NG/,
GIAN |MAU BIEU SU
- Theo dinh
ky (d6i véi
cac khoan
thanh  toan
dinh ky trong
thang  hi¢n
Thanh toan tién hanh);
luong, cac thu nhap ~ . .
Thanh = | jiah quan theo dinh | BTCKT “Truy  Tinh| He thong ké
todn tién ky hodc thyc hién Ch?m nhf‘t 0‘5 toan - tai
heong | {1y Tinh (néu o), ngay K& Urf chinh.
ngay lam viéc
thtr 17 d6i voi
cac khoan
thanh toan da
qua thoi diém
thanh  toan
dinh ki.
C:ép nh?ét Cap nhat tang bao . He .thf*)ng.;ké
tang bdo 2 N1k Ngay 10-12 khai bao hiém
N hiém trong hé thong | BTCKT . , L Ac aiA s
hiem xa EEY hang thang xa hoi dién tu
hoi (EFY)
Hé thong ké
L Bao cao va lam ting Chéam nhét 02 [toan tai chinh.
BA0CA0 | 1) hiém véi co ngdy khi 6 |He théne ke
ting bio Yl 0 BTCKT i ©9\He thong ke
hiém quan bao hiém xa bdo cdo bao [khai biao hiém

hoi

hiém

xa hoi dién t
(EFY)

3.2

HOP DPONG THINH GIANG
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QUY TRINH
- PHOI HOP QUAN LY Ma s6: QT/BTCKT/04
L JTRUE}NQBA'H?C NHAN SU VA THUC HIEN | Ban hanh Iin:
THUDAUMOT CHE PO TIEN LUONG, Ngay hiéu luc:...../..../......
W DR BAO HIEM
0 A THOI HE THONG/
om0t | ey PO o
GIAN MAU BIEU SU
Hé théng ké
Ldp hop | Béo céo va lam tang Cham  nhat [toan tai chinh.
dong bao hiém véi co BTCKT 02ngdy  khi |Hg théng ké
thinh quan bao hiém xa CO bao a0 |khai bao hiém
gidng hoi baohiém  |xz hoi dién tir
(EFY)
e nhin | - Thyc hién ky, xac Chiim bt 05
ac nhan | phan cho ting hop qm nhat 0 .
va cdp ddng thinh giang; BTCNSTT&PC | ngay khi | Hop dong
nhdt hé . R Trudng cac don | nhan hop ([thinh gidng (da
thong ) ?huyen‘ hop dong vi dong tir cac [xac nhan)
HRM thinh  gidang cho khoa vién.
BTCNSTT&PC
i ) C?lp nhat dir liéu hop A \ Hop dong
Cdp nhdt | dong thinh gidng, Cham nhat 05 iy giang (da
dir liéu ma sO nhan vién BTCKT ngay khi xac nhan).
thanh (néu c6) vao hé nhan  hop He théne ké
toan thong ké toan tai dong. ¢ rong e
] toan tai chinh.
chinh.
3.3 | HQGP PONG CONG TAC
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG BATHOC NHAN SU VA THUC HIEN | Ban hanh lin:
L JTHUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
LR BAO HIEM
STT DTJ([:]I(B THUC HIEN D()_’rNRXIC 1|>_|HU THOI H~E TH?NG/,
GIAN |MAU BIEU SU
- Can ct ké hoach
thue tap tot nghiép,
truéong cac don vi,
LQ?P hop | vién dao tao ky hop
dong doéng cong tac voi | Truong cac don| Cudi thang 12 | Mau hop dong
cong tic | cic doanh nghiép |vi hang nam. cong tac
theo mau va giri hop
dong vé
BTCNSTT&PC xéac
nhan.
Xde nhi - Thuc hién ky, xac Chéim nhét 05
dc nhdn | . - ) am nha
i QOIS GTONSTTPC | gy i o i i
chuyén A N Truéng cac don| nhan hop [tdc (da xac
hop dong Chuyén hop dong Vi déng tir cac [nhan).
BTCKT |cong tac  cho |~ khoa, vién.
BTCKT.
- Cép‘nhét dir liu , Hop déng cong
Cdp nhdt hop @ng cong téc,’ Ch?m nhat 05_ tac (di xac
div  liéu |ma so nhar‘l.we? dO} BTCKT ngfily khi nhan).
thanh tuwong ngoai (néu co) nhan hop ) ,
toan vao hé thong ké toan dong. Hé, thf?)_ng ) ke
_ tai chinh. toan - tai chinh.

3.4

HQP PONG HQP TAC NGHIEN CUU
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A A - s b 1A
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
LR BAO HIEM
C A THOI HE THONG/
R N o
GIAN |MAU BIEU SU
- Can ¢t nhu cau hop
tac nghién ctru va
cong bd qudc té,
. trudng don vi, vién
Ldp hop . e x A
O ky h o Mau h
dong hop dao te%o o4 ?’p d?ng Truong cac don |Khi phéat sinh au , P do.lfg
, .~ thop tac nghién ctru . A hop tac nghién
tac nghién | ©. | . Vi nhu cau ;
, véi cac chuyén gia ciu
cuu A , X
nghién ctru theo mau
va giri hop dong vé
BTCNSTT&PC trinh
ky Hi¢u trudng.
Xdc nhin | Tfinh ky Hiff:u A )
vicgp  [Tuonghop donghop | grensTTEPC [ChAm nhat 05 1y 0y )
nhathe ¢ nghién ctru; ngay khi nhan |- e
s . . Truong cac don |, Cqdno i [C nghién clru
thong - Chuyén hop dong Vi Up g .. |(da xé4c nhan).
HRM hop tac nghién ctru ' cac khoa, vién
cho BTCKT.
Cip Cap nhat dir liéu hop Hop dong hop
nhdt div  |dong thinh giang, ma Cham nhét 05 [tac nghién ciru
liéu s6 nhan vién (néu c6) |BTCKT ngdy khi nhan |(d@ xac nhan).
thanh vao hé thong ké toan - hop dong. Hé thong ké toan
toan tai chinh. - tai chinh.
3.5 [NANG LUONG
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG BAIHOC A \ - T
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
LR BAO HIEM
C A THOI HE THONG/
i) o0 | ey | PO vainG
GIAN MAU BIEU SU
Dinh ky, trudc
- Lap danh sach nang 19 ngé}’/ cuf)’i
Ldp danh |luong dinh ky. cua quy truoc - ih- h sach nang
sach nang : lap danhsach | = o oo
wong | SN BICKT - ITENSTTEPC |nang luong quy|| 8 &
. phoi hop doi chiéu dir Xuyen.
thuong licu BTCKT Sau. , ,\
xuyén, cu. Dinh ky dén Danh sack] nang
truoc hgn - Lép danl;l sach né.ng do,t x6t nﬁng 1u’0’ng truoc han
lvong trudce han lwong trude
han.
- Trinh Hoi dong Danh sach nang
1 duyét xét na i v dé
Duyét lu’(mg tuy,e ;1(6 nang Bmh, ky Aden lwong trude
A uong iryoc han. dotxétnang |
nang o _ |IBTCNSTT&PC lrone trude an.
luong - Trinh 1anh dao duy¢t g Danh séch nang
danh sach nang luong han lwong dinh k§
dinh ky ’
- Lap quyét dinh ning
lwong va danh sach
Lap va ban|d00 kem, trinh ky; Cham nhét 02 Quyét dinh néng
\ Al A A . A - lu,o,n ’
hfmh unyet Chuye‘n quyeét ’d;nh BTCNSTT&PC nggy fau Kkhi g ,
dinh nang lu"(mg va danh sach ho1 dong luong |Danh sach nang
lwong bang Vén,bén vatilé hop xét. lwong.
dir 11éu dén
BTCKT.
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC NHAN SU VA THUC HIEN | Ban hanh lan:
L JTHUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
LR BAO HIEM
STT DTJ?\IIG THUC HIEN quNRXIC 1I>_IHU THOI HE TH(Z)NG/?
GIAN |MAU BIEU SU
- Nhan quyét dinh ,
nang luong va danh Quyeét dinh va
Cap nhat [sach; Cham nhét 03 |danh sach nang
ditligu | péi chiéu, cap nhat | BTCKT ngdy khi nhan luong;
lwong 4 lisu luong vao hé quyétdinh.  |H¢ théng ké toan
thong ké toan - tai - tai chinh.
chinh.
Theo dinh ky |Hé théng ké
(d6i voi cac  |toan - tai chinh.
khoan thanh
toan dinh ky
trong thang
Thanh Thanhtoalﬁénluong, In¢nhﬁ?hx )
todn tion cac thg nhap lién quan BTCKT TrAuy linh f:hanz
lwong theo dinh ky hoc truy n‘hat (?5 ngay ké
linh (néu co). tr ngay lam
viéc thur 17 doi
vO1 cac khoan
thanh toan da
qua thoi diém
thanh toan dinh
ky.
Cip nhddCap nhat ting bao BTCKT Hé thong EFY.
ting  bdohiém trong hé thong Ngay 16 - 20
hiém EFY hang thang
BA40 CA0 Bao céo va lam thu Cham nh He théne k& toan
tuc ting bao hiém véi am nt at02 e AOBS
ting bio |- 8 A0 MM VIL grokT ngay khi c6 bao|- tai chinh.
L2 co quan bao hiém xa AT .
hiem cao bao hiém. |H¢ théng EFY

hoi.

3.6

PHU CAP THAM NIEN GIAO DUC




14

QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A \ - AL
L J b NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
R BAO HIEM
DI n P I PH THOI HE THONG/
ST pung | THUCHIEN qFNRXbH ’ N
GIAN MAU BIEU SU
- Lap quyét dinh va Binh k. truc
Lap danh |danh sach ¢6 thay doi n . Y t}I}fO? oo )
sé.ch 6 |mirc phu chp tham 5 ngay cuoi cua|Quyét dinh mure
z. A BTCNSTT&PC |thang trude 1ap [tham nién va
thay doi  nién dinh ky. . , .
mire phu . BTCKT dzilnh sach thay |danh sach dinh
Lo PR Chuyén BTCKT déi mirc tham  |kém.
li€u.
- Trinh Hi€u truong
k?/ quyét dinh va danh Dinh ky, trudc
Trinh ky sach; 5 ngay cudi cta|Quyét c_iinh muc
vaban [ Chuyénquyetdinh lprongrrepc [thing trude ip tham nien va
hanh va danh sach thay doi dfilnh sach thay |danh sach dinh
muc tham nién bang doi mirc tham  |kem.
van ban va file dén nién thang sau.
B.TCKT.
] Nhan’ quyeE dmt.lAV? Quyét dinh muc
Cap nhge |danh sach tham nién; . kham nisn vz
1a gea L Trong 03 ngay [tham nien va
I(.‘{” lieu - Cap nhat dir ligu lién |groy khi nhan quyét [danh séch;
IEN quan  |quan tién lvong vao dinh. L s
.3 . g inh. & thdne ké toa
tién lwong |Hg thong ké toan - i HE thong ke todn
chinh - tai chinh.
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG BATHOC A \ - AL
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
LR BAO HIEM
0 ) THOI HE THONG/
i 0L | ey PO b
GIAN MAU BIEU SU
Theo dinh
ky (d6i voi cac
khoan thanh
toan dinh ky
Thanh Thanh toan tién luong, trong thang ) )
todn tién  |thu nhap lién quan BTCKT hién hanh); Hg¢ thong ké toan
lwong lién t{leo diflh k}‘l hodc truy - Truy linh - tai chinh.
quan linh (néu co). chim nhét 05
ngay ké tir ngay
lam viéc tha 17
ddi véi cac
khoan thanh
Cdp nhdt |Cap nhat tang giam X

’ ; Y Ngay 16 - 20 .
ting giim |bao hiém trong H&  |BTCKT hagn ythén Hé théng EFY
bio hiém |théng EFY. g thang.

., Bao cao va lam thu . B Hé théne ké to
Bao cao fuc tne @idm bio Cham nhat 02 [H¢ thong ke toan
ting giim | s o8 |BTCKT ngay khi c6 bao|- tai chinh.
biio hidm hiém véi co quan bao 40 bio hidm o

4o EM  lhidm xa hoi. cao baomem. - He thong EFY
3.7 [INGHI HUU

. « [ Lap quyét dinh nghi
Lap quyét , . X, .

0 h .
dinh nghi uu; q ~ IBTCNSTT&PC Ei-thimf trude }?uyet dinh nghi
huru - Chuyén vin ban dén 1ve huu. uu.

BTCKT.
Ldp bing |- Lap bang tinh tro cip Trong vong 7 Bane tinh ¢
tinh tro |nghi huu; BTCNSTT&PC |ngdy sau thoi | » oy 0 19
cdp nghi A X diém VC/NLD (%P V¢ huru;
. P "ng - Chuyén van ban dén A
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A \ - 1AL
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:..../..../......
R BAO HIEM
DI n P I PH THOI HE THONG/
ST pung | THUCHIEN qFNRXbH ’ N
GIAN |MAU BIEU SU
Civ nhi - Nhan cac van ban ,
Elp.lf qi lién quan: _ | Quyeét dinh nghi
dir li¢u lién o Trong 02 ngay huu:
quan tién | Cap nhatdi licu lién gTCKT khi nhén céc i ’ P
lwong, thu (uan tién luong, thu quyét dinh. H¢ thong ké&
nhdp nhap vao Hé thong ké toan - tai chinh.
toan - tai chinh.
Thanh .
todn trg |- Thanh toan tién trg Trong 03 ngay
cdp, quyét cap,qquye:[ .toaqn c,§c BTCKT kl}l nh,an duoc H,¢ th0}1_g k?
todn cac |khoan phai tra voi bang tinh trg  [toan - tai chinh.
khodn phaitruong. cap nghi huu
trd voi
Cdp nhdt |Cap nhat gidm bao Trudce thoi
gidm bdo |hiém trong Hé théng | BTCKT diém nghi huu | Hé thong EFY.
hiém EFY. 2 thang
L Bao céo va lam thu R p He théne ké to4
Bao cao . . 1R I BTCKT Cham nhat 02 [H¢ thong K¢ toan
..., |tuc gidm bao hiém v&i A . 2+« | tai chinh
giam bao co quan bio hidm xa ngay khi co6 bao[- tal chinn.
hiém q BTCNSTT&PC |46 bao hiém. Hé théng EFY

hoi.

3.8

CHE PO THAI SAN

3.8.1

Nghi thai san
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A \ - 1AL
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:...../..../......
LR BAO HIEM
DI n P I PH THOI HE THONG/
STT DTJ?\IG THYC HIEN qFNRXbH ‘ N
GIAN |MAU BIEU SU
VONLD lap de - Cham nhét N
nghi dugc nghi ché , N bPon dé nghi
e trudc 10 ngay , .
iy Iy do thai san; 12 nghi nghi thai san
e nghi . -
1 ond | Chuyén d& nghi nghi VC/NLD ] BTCNSTT&P
nghi ché | AUYEN €€ NENL ¢ Trong véng 7 |c
dé  thai ché do thai san dén ngdy khi co ,
sdn BTCNSTT&PC. BTCNSTT&PC Giby Khai Giay khai
Chuyén giay khai sinh/ Gidy sm’h/Glﬁ?y
sinh ctia con dén chirng sinh chimg sinh
B.TCNSTT&PC
- X4c nhan dé nghi ki 1ha
nghi ché db thai san ?ga} | on & nehi
cua VC/NLD; on de nght. Y o g s
) ) 7 . Neav khi nha nghi thai san (da
ii(ilc n;,l an_ |- Chuyén don dé nghi |BTCNSTTEPC | = ° . [xdc nhan)
engni A A .. ,
dén BT(;KT. , Gle,ty khai sinh/ Giky khai sinh/
- Chuyé’n Giay khai Giay ching  |Gidy chimng sinh
sinh/ Gidy chung sinh sinh
dén B.TCKT.
Cip mhgt (Cip nhittingbio | Ngay 10~ |He théng ké todn
tang bao |hiém trong HE thong 12 hang thang. |- tai chinh.
hism EEY
Baocao |Bdo cdo valam thu Cham nhét 02 | Hé thong ké
ting bio  |MC tAng bao hiém voi \pTeKT ngay khi c6 bao[toan - tai chinh.
hiém ;:I(Ar‘quan bao hiém xa céo bao hiém. | Hg théng EFY
0i.
3.8.2/P& nghi cac ché dj thai san khac (sdy thai, nao, hit, thai chét lwu...), ché d¢ 6m
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A \ - T
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:...../..../......
LR BAO HIEM
DI n D I PH THOI HE THONG/
STT DTJ?\IG THYC HIEN qFNRXbH ‘ N
GIAN |MAU BIEU SU
o [CNLD G e
) - Chuyén dé nghi dén [BTCNSTT&PC [sinh. Cac gldy 1o ho
do so kem theo dé
Phong QTNNL. . J
lam ché do
- Xac nhan dé nghi A :
ia VONLD: Don dé nghi
) ) w T . |(da xac nhan)
Xﬁw nh.gm - Chuy,én doq d€ nghi, |gTCcNSTT&PC Ngay Fhl nhan Cic oiby & ho
dé nghi |cac gidy to hd so kém don dé nghi. o kéil t}}/leo o
theo 1am ché do dén 1am ché dé
BTCKT. i
Cin ct dé nghi da xac ,
Cap nhat nlﬁ?nh]??m‘ CaII} BTCKT 1(13 hr; mkrllllilithgllq He thong ke
dé nghj ~ Phatdu licu vao He gay U IRAN Hio4n - tai chinh,
thong ké toan - tai de nghi.
chinh.
Lam thu . s , Mau dé nghi ché
.. Bao cao va lam thu \ A .
tuc vdi co - \ Ngay 10 - 12 dd (co quan bao
. [tuc voico quan bao [BTCKT A . SR
quan bdo hidm xa hoi hang thang. hiém)
hiém ' Hé théng EFY
Thanh Thanh toan tién tro Tr(?ng vong 2
t0fin try cép ché @6 (néu co) BTCKT Eﬁ?ﬁ:giygfu Hé thong ké toan
cdp ché dp |dbi véi nguoi lao M1 CO quUyet 1 3i chinh.
A, R dinh cua co
(néu co) |dong. T
quan bao hiém.
3.9 CAC QUYET PINH KHAC (Quyét dinh bé nhiém, thdi chirc vu, diéu dong, cir di
" |hoc, nghi viéc, chuyén cong tic, nghi khong hwéng lwong, nghi 6m...)
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG BAIHOC A \ - T
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:...../..../......
e BAO HIEM
C A THOI HE THONG/
ori) 0% | memes PO o
GIAN MAU BIEU SU
Lip quyét .
. y - Khi co phat ‘L s
dinh, vanLap cac quyét dinh Céac quyét dinh
15 ' : "7 |IBTCNSTT&PC |sinh ndi T
ban lién  |vin ban lién quan. CNSTT&PC o fl noi dung van ban.
lién quan.
quan
Trnh kS B Trinh }(5/ van ban Cham nhét 02
X Y |vaban hanh; ngay sau khi c6|Céac quyét dinh,
va ban [ PQTNNL o N .
hanh - Chuyén céac van phat sinhndéi  |van ban.
ban lién quan cho dung lién quan.
RTCKT
E— - Nhan cac van ban;
dap nhat e Céc quyét dinh,
dir liéu lién -_ACap nha'tkdu: licu Trong 01 NQay |5 pan:
quan tién lien quAan tl‘en hf(mg’ BTCKT khi nhan cac o ’ .
lwong, thu thu nhap vao H(;\ _ quyét dinh. Hf-’ tho\n-g kf’
nhé thong ké toan - tai toan - tai chinh.
ap ,
chinh.
Theo dinh ky
(d6i voi cac
khoan thanh
toan dinh ky
trong thang
s hién hanh);
Thanh Thanh toén tién luong, ) )
todn tién |thu nhp theo dinh ky |\ — Truy linh chdm/H¢ thong ké toan
lwong, thu |hoic truy linh (néu nhat 05 ngay k€| s hinh,
nhip c9). tir ngay lam
viéc tha 17 doi
vGi cac khoan
thanh todn da
qua thoi diém
thanh toan dinh
Ky.
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QUY TRINH
‘ PHOI HOP QUAN LY Mi s6: QT/BTCKT/04
TRUONG DATHOC A ‘ - A
L J iy NHAN SU VA THUC HIEN Ban hanh lan:
THUDAU MOT CHE PO TIEN LUONG, Ngay hiéu luc:...../..../......
o LB BAO HIEM

- n THOI HE THONG/
T o | Ty | PO o meost
GIAN |MAU BIEU SU
Cdp nhdt  |Cap nhat tang giam Ngay 15 - 20

ting gidm |bao hiém trong hé BTCKT Hé thong EFY.

bdo hiém |thong EFY. hang thang.

Baocao (Bao cao valam thu
tang gidm |tuc tang giam bao
bdo hiém |hiém véi co quan bao
(néu c6)  |hiém xa hoi.

Cham nhét 02 | Hé thong Ke
BTCKT ngay khi co baoltoan tai chinh
c4o bao hiém. Hé théng EFY




