BO GIAO DUC VA DAO TAO
TRUONG DAI HOC NGOAINGU - TIN HQC
THANH PHO HO CHI MINH

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phiic

QUY TRINH ’
THU HOC PHI

(Kém theo Quyét dinh so/lyQP-DNT ngay 44./9./2022 cua Hiéu truong
Truong Pai hoc Ngoai ngit - Tin hoc Thanh pho Hé Chi Minh)

I. S6 hiéu quy trinh: QT01/DNT-KH-TC

I1. Lwu d6 quy trinh

Pon vi thue hién

Thoi han

Tén tai liéu/vin ban va ky hi¢u

Bude | hoic phﬁ'iAth thue Quy trinh bidu mAu - néu cé
hién
1 Phong KH-TC Thong béo ké’ hoach 2 ngay Thong béo thu hoc phi
Phong DTDH thu hoc phi dén sinh
Phong CT-CTSV vién
2 Phong KII-TC Dinh phi hoc phi 2 ngay Thong bao thu hoc phi, phan

béo thu hoc

(Nhap s tién hoc phi/ mém quan ly thu hoc phi
1 tin chi) g
o E—
3 | Phong KH-TC Thu hoc phi Theo thong ji'fig

G'AO

Hoéa don thu hoc phi, chung
ngan hang NGOAI

Phong KH-TC hop chwa ndp, nop tré

_J s phi THANH P
4 | Phong CI-CTSV | Kiém tra—ddi chiéu- | 07 ngay Théng bao thu hoc phi, phan\w CHi M
Phong DT DH Béo cdo céc trudng mém quan ly thu hoc phi, H6 \*“-L;ﬁ

don thu hoc phi, ching tir ngan

theo két qua xir 1y.

Cac khoa so véi thot han hang
5 | Hiéu truong Ra quyét dinh xtr Iy Theo quyét | Quyét dinh/Thong béo xir 1y
cac SV con ng hoc phi | dinh/Thong
bdo xur ly
6 | Phong KH-TC Tiép tuc thu hoc phi - | Theo quyét | Theo quyét dinh/ Théng bdo xir ly
Cap nhat, diéu chinh | dinh/Théng | SV con ng hoc phi, Thong béo
danh sach sinh vién bdo xur ly thu hoc phi, phidn mém quan ly

thu hoc phi, Héa don thu hoc phi,
chimg tir ngén hang

I11. Dién giai

1. Bude 1: Phong KH-TC két hop véi Phong DTDH, Phong CT-CTSV thong béo ké

hoach thu hoc phi dén sinh vién:

- Dan thong béo tai bang thong bao Phong KH-TC va cdc co s cia truong.

- Gui Trung tim TT-TCSK déang thong bdo trén trang web truong.
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2. Bude 2: Nhan vién duge phan cong ctia Phong KH-TC thue hién dinh phi trén phén
mém quan 1y thu hoc phi (sb tién hoc phi/1 tin chi hoc phi).

3. Budce 3: Dén thoi han thu hoc phi da cong bd trong Thong béo thu hoc phi, Phong
KH-TC thue hién thu hoc phi qua cac tai khoan ngan hang theo trinh ty:

- Sinh vién chuyén khoan hoc phi qua 1 trong céc sb tai khoan cta treong hodc cong
thanh toan.

- Nhan vién phu trach thu hoc phi s& cin cir vao Bao C6 cua cac ngan hang, dbi chiéu
v&i Ma s6 sinh vién rdi tién hanh xuit héa don dién tir qua Portal sinh vién.

4. Budce 4: Hét thoi han dong hoc phi theo thong béo, Phong CT-CTSV phdi hop véi
Phong DTDH, KH-TC va cac khoa c6 sinh vién déng hoc phi tré hodc chua dong
hoc phi dé téng hop, bao céo, dé xuat Ban Gidm hiéu bién phap xr 1y.

5. Buéc 5: Hicu truéng ra quyét dinh quyét dinh xr 1y sinh vién ng hoc phi va gia han
hoc phi.

6. Buéc 6: Phong KH-TC cap nhit, diéu chinh danh séch sinh vién theo két qua xir 1y,
Tiép tuc thu hoc phi khi ¢6 sy dong y cta lanh dao truong dbi vai céac sinh vién con
ng hoc phi va gia han hoc phi

IV. Lwru trit ho so

Tén hd so/vin ban | Thoi han luu triv Pon vi luu triv
Théng bao thu hoc phi 05 ndm Phong KI-TC, Vin thu
Hoa don thu hoc phi 10 ndm Phong KH-TC
Béo Co ngan hang 10 ndm Phong KH-TC
TRUONG DON VI TRUONG PHONG HIEU TRUONG
SOAN THAO KT-BPCLGD
//ZM A
x A’
Pham Phic Huy L& Thi Tuyét Anh Nguyen Anh Tugn




BO GIAO DUC VA DAO TAO
TRUONG DAI HOC NGOAI NGU - TIN HQC

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

THANH PHO HO CHI MINH

QUY TRINH

TAM UNG, THANH TOAN VA THANH TOAN TAM UNG

(Kém theo Quyét dinh 56 4413 QP-DNT ngay 4./ ...2./20-4% cua Hi¢u truong
Trieong Pai hoc Ngoai ngit - Tin hoc Thanh phé Hé Chi Minh)

1. S6 hiéu quy trinh: QT02/DNT-KHTC (1)

I1. Lwu d6 quy trinh

Tén tai liéu/van

duyét ching tir
- Tra ho so néu khong ding
qui dinh.

Bise | 200 ¥ thige hign 103 : Thoihan | ban va ky hiéu
phoi hgp thuc hién Quy trinh ’ o x Y R
(2) 4) biéu mau - néu ¢o
3)
(&)
I | CBCNV/GV lap Gidy d& | - Lap hd so Tam tmg/Thanh | Thuc t& Gidy DN Tam tng/
nghi Tam ung/Thanh toan/Quyét toan tam tmg Thanh toan/Quyét
toan/Quyét toan tam ting toan tam tng, Ban
da dugc Truong don vi photo ké hoach di__—+=—
duyét duoc duyét, hé o —
ching tir. % UANG
) o/ DI HOC
2 K¢ toéan thanh toan - Tiép nhén hd so 1 ngay Gidy DN Tanl Al §GD - T!
- Kiém tra tinh phép ly ctia T'hanh toan/Q THANH PH
hé so toan tam tng, Bar CHI MI
- Ghi s nhan hé so photo ké hoach d&s,_ |5
- Ké toan thanh toan hoan dugc duyét, hoa don, | |
thién qué trinh xtr 1y hd so, chung tir, sb ghi
ky xac nhédn nhan hd so.
- In phiéu thu, chi
- Chuyén ké toan tong hop.
- Tra hd so néu khong dting
qui dinh
3 K¢é toan tdng hop - Kiém tra hach ton va cic Gidy DN Tam tmg/
myc chi phi theo Dy trii kinh Thanh toz’m/Quyét
phi . todn tam Ung, Ban
- Chuyén ké toan truong 1 ngay photo ké hoach da

dugc duyét, héa don,
chimg tir, Phicéu

thu/chi




4 | Ké toan truéng - Kiém soat 1 ngay Giy DN Tam tmg/
- Trinh Hoi dong trudng Thanh toan/Quyét
duyét ) toan tam ung, Ban
- Tra hd so néu khéng diing photo ké hoach da
qui dinh. dugce duyét, hoa don,
chirng tir, Phiéu
thu/chi
Hbi dong trudng - Duyét ) 1 ngay
5 - Tra ho so néu khéng dung
qui dinh.
6 T}*{ﬁ quy, ké toan thanh Thuc hién thanh toan i gy
toan
7 K¢é toan vién, bo phan Luu
luu trir.
I11. Dién gidi (6)
IV. Luu trir ho so
Tén ho so/vin ban Thoi han luu triv Pon vi lwu triv
(7) 8) &)
Gidy dé nghi tam (mg 10 ndm Phong KHTC
Gidy dé nghi quyét toan tam ting 10 ndm Phong KHTC
Gidy dé nghi thanh todn 10 nim Phong KHTC
Hoa don, ching tu 10 ndm Phong KHTC
TRUONG DON VI TRUONG PHONG HIEU TRUONG
SOAN THAO KT-BBCLGD

R //Qi:f/

Pham/Phic Huy L& Thi Tuyé&t Anh Nguyén Anh Tudn




BMO01.QT02/DNT-KHTC

__BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC NGOAI NGU-TIN HQC Doc lip — Tw do - Hanh phic

THANH PHO HO CHI MINH
Théanh phdé Ho Chi Minh, ngay... thang... ndm. ...

PHIEU PE NGHI TAM UNG

Kinh giri: - Hoi df‘)ng'Tru'b'ng;
- Phong Ké hoach - Tai chinh.
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- Tbdng sb tién da tam tng con chua hoan dén ngay .......... |

Truong phong KHTC Ké toan truéng Trwéng don vi Nguwoi tam ing

Duyét cia HDT

)wf?f 444&5/

Pham Phuc Huy

Ghi cha: Dinh kéem Ké hoach du trit kinh phiva dé xudt, ké hoach dwoc duyét (néu co)
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC NGOAI NGU-TIN HQC Péc lap - Tw do - Hanh phic

THANH PHO HO CHI MINH

Thanh phé Ho Chi Minh, ngay — thang — ndm 202

BAO CAO QUYET TOAN KINH PHi

FHO (80 MZUOT QUYET LOAN: 11ovevesereeceneescuetetsiasiesssassss s s s8R
510) 1 184 HUNIINRI I —————— R ————sse e ———————ses s
INOT QUNME: ©voveeeeete ettt a e ae b d s e84 e8RS R SRS 4 4 A LSS
Thudc muc Dy trll Kinh Phi: ..o s
T, B0 TIRINEBA TANIETING (1)2 woveermonmsenssanssoresesnessasssnnsissios 455555545575 85084545500 080RRSSS 4445500 0 s A SBAUIRIS SRR SRS
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S | SH héa don/ Ngay R ONECH] Ghi chii
- - s z Ve i chu
IT | ching ta Thing Hang héa/Dich vu S0 bon Thanh tién
lugng gid
1
2
3
Tong cong
Khoa/Phong tu bu
(2) S6 tién quyét toan
Tam thu thué TNCN (10%)
(3) Thuc chi
I11I. CHENH LECH QUYET TOAN:
= THUA (L) =Bt s st sassus vessssubessodsessvsmasieion
o TR () = () oo 0950 A i M A SV A S R AP
K¢ todn thanh todn Truwéng don vi Nguwai lap bao cao
Trwong phong KH-TC K¢ toan truéng Phé duyét HDT
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Phdm Phuc Huy




