THANH POAN — HSV THANH PHO CONG HOA XA HQI CHU NGHIA VIET NAM

BCH TRUONG PH QUOC TE Péc 1ap — Tw do — Hanh phc
***
Sé: 03 -HD/DTN-HSV TP. Ho Chi Minh, ngay 11 thang 9 ndam 2024
HUONG DAN

M@t s6 ndi dung vé cong tac thanh/ quyét toan hoat déng.

I. QUY TRINH THANH TOAN KINH PHI

Poan — Hyi Khoa/BM, CLB truc thugc Poan — H$i Khoa/BM
- Trinh ky Poan truong/HSV trueong = Trinh ky BCN Khoa/BM
—> Trinh ky Ban Giam hiéu

CLB - Ddi truc thuge HSV truong

- Trinh ky HSV truong - Trinh ky Ban Giam hi¢u

1. DUYET KE
HOACH

2. DPANG TAl
HINH ANH
HOAT PONG

MJ3i hoat dong yéu cau it nhat 5 hinh hoat dong, hinh anh poster/
backdrop/ standee tai folder: https://tinyurl.com/hinhanh2425

Poan — Hoi Khoa/BM, CLB truc thugc Poan — Hoi
Khoa/BM:
- Thyc hién thanh toan tai Khoa/BM

3. THANH CLB - Dgi truc thuge HSV truwong:
TOAN KINH | - Nop hé so thanh toan tai VP HSV

PHI - Nhan du s tién d3 thanh toan c6 ho so hop 1é

Luu y: SAU 2 TUAN té chike chwong trinh ma chwa nép hé so
thanh toan thi sé KHONG dwoc nhdn kinh phi cho chwong
trinh do nira.

1. Hueéng din thanh toan: Phai thanh toan theo dung du tru kinh phi d3 duoc duyét
- Thanh toan bang héa don:

+ Duwéi 200.000d: c6 thé sir dung hoa don ban 1& (c6 in san tén, dia chi cia don vi
ban hang hoac c6 mgc tron/vudng cua don vi ban hang)

v Noi dung mit hang/dich vu trong hoa don phai chi tiét/cy thé

v Khong duoc xuat nhiéu hoa don 1¢ ¢6 tong trén 200.000d tai cung 1 co sé mua
ban, trong cung chuong trinh.



https://tinyurl.com/hinhanh2425

v Khong duoc lay hoa don ban 1é sau ngay té chirc chuong trinh

v Khong dugc sur dung hoa don ban 1¢é khdng hop 1€ (hda don tu in trén mang, hoa
don photoshop, héa don chup man hinh,..)

+ Tar 200.000d tro 1€n: Phai c6 hoa don VAT (hoa don dién tt GTGT)

Théng tin xuit héa don:
- Tén: Truong Pai hoc Qué)c té
- Pia chi: Khu ph 6, Phuong Linh Trung, TP. Tha Pic. TP.HCM
- MST: 0303844612

v Céc co s ban hang va xuat hoa don phai 12 co so con hoat dong dudi su cho phép
clia co quan nha nudéc, kiém tra ki trugc khi mua hang va xuat hoa don. (Danh sach
cac cong ty/doanh nghiép cd ruii ro vé thué).

v Hoa don nén duoc Xuat ciing ngay mua hang va thanh toan, cic héa don xuat sau
ngay thuc hién phai co giai trinh.,
- Thanh toan bang danh sach ky nhan (giai thuong, thu lao giam khao, thu lao
dién gia, thu lao BTC...vv): Pon vi lam DS ky nhan theo mau.
** PHi v6i chuong trinh c6 kinh phi cho ban giam khao, phai nop kém bang cham
diém c6 chix ky cua giam khao.
** PSi v6i cac hoat dong co ban vé/ thu tién, phai nop kém bang téng hop thu chi
(theo mau).
2. Ho so thanh toan:

1. Ké& hoach di duoc BGH phé duyét

2. Minh ching thanh toan (héa don, DS ky nhan cac loai) dang véi du tru kinh

phi trong ké hoach.

3. Céc luu y ho so hop Ié:
- Ba nop hinh anh tai folder theo quy dinh
- Hoa don dién tir dung theo ndi dung tai thdng tin xuat hoa don, du hoic
thiéu chir déu sai.
- Ky tén va ghi rd ho tén tai cac gidy to thanh toan:
+ Hoéa don: Ky va ghi ho tén tai chd ngudi mua hang
+ Danh sach: Ky day du tai céc 6 theo mau

I1. HOP PONG TAI TRQ
1. Hop ddng yéu cau nha truong ky (c6 moc do caa truong)


https://iuyouth.edu.vn/wp-content/uploads/2024/10/TB-233-Ra-soat-xu-ly-hoa-don-khong-hop-phap.pdf
https://iuyouth.edu.vn/wp-content/uploads/2024/10/TB-233-Ra-soat-xu-ly-hoa-don-khong-hop-phap.pdf

- Tién tai trg chuyén vé tai khoan trudng = don vi thuc hién 1am ké hoach/to
trinh sir dung kinh phi tai trg nhu thé ndo - thanh toan theo quy trinh thanh toan si
dung kinh phi truong.

- Thong tin ky hop d¢ong = sau khi soan hop dong/ nhan hop dong tir d6i tac
- kiém tra ddi chiéu cac hang muc sau d6 giri vé VP Poan truong/HSV truong dién
théng tin cua truong Ky hop dong
2. Hop dong yéu ciu Poan trwong/ Hoi Sinh vién truwong ky (c6 me d6 caa
Poan trwong/ Hoi Sinh vién trwong

- Tién tai tro chuyén vé tai khoan Poan truong/ Hoi Sinh vién trudng hoic tai
khoan c& nhan cua Truong/Phé don vi.

- Théng tin ky hop dong > xem theo mau
3. Hop dong khong yéu cau méc dé tir trweong/Poan truong/Hoi Sinh vién
trueong

- Pon vi cd thé tu Ky va chiu trach nhiém véi cac noi dung trong hop dong.

- Tién tai tro chuyén vé tai khoan cac nhan cia trudng/pho don vi.

* Lwu ¥ d6i Véi trwong hop 1 va 2:

- Pon vi phai ra soat ndi dung, cac diéu khoan hop dong trudc khi gii vé Poan
trrong/Ho1 Sinh vién truong.

- Phai guri hd so V& van phong dé kiém tra trudc khi guri cho ddi tac ky hop
ddng. Trong trudng hop ddi tac da ky ma hop dong c6 sai sot s& bi yéu cau ky lai,
don vi tu chiu trach nhiém véi doi tac.

TL. BTV POAN TRUONG
Noi nhan: CHANH VAN PHONG
- BCH boan truong;
- BTK HSV truong; o,
- BCH Poan TN, LCH SV cac (da ky)

Khoa/BM, CLB truc thudc;
- Luu VP. Lé Ngoc Anh



