BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC VINH Poc ldp - Tw do - Hanh phic

Sé: A%9 /PHV-TCCB Nghé An, ngay A3 thang 5 nim 2017

V/v huéng dan quy trinh thanh
toan lam thém ngoai gio.

Kinh gui: Trudng cac don vi trong toan Truong

Can cu Luat lao dong sb 10/2012/QH13 ngay 18/6/2012 ctia Qubc hdi Nudce
Cong hoa Xa hoi Chu nghia Viét Nam; Can ctr Quyét dinh s6 1858/QD-DHV ngay
30/12/2016 Hiéu truéng Truong Pai hoc Vinh ban hanh Quy ché chi tiéu ndi bo (sau
day goi tit la Quy ché chi tiéu néi bg); Can ctt Quyét dinh sé 695/QD-DHV ngay
15/6/2016 cua Hiéu trudng Truong Pai hoc Vinh ban hanh Quy trinh thanh toan (sau day
goi tdt 1 Quy trinh thanh todn)

Nha trudong quy dinh va huong dan quy trinh thanh to4n lam thém ngoai gio véi
can bd, vién chuc (sau day goi tat la CBVC) nhu sau:
1. Piéu kién thanh toan lam thém ngoai gio
a) Cong viéc ngoai chitc nang, nhiém vu cia don vi phat sinh dot xuét can huy
dong nhan luc lam thém ngoai gio;

b) Pon vi ¢c6 sb nguoi it hon dinh muc theo Dé an vi tri viéc lam. Ty 1€ thanh toan
ti da béng s6 dinh muc thiéu nhan luc theo Dé an;

Pon vi nao chua xdy dung xong Dé 4n vi tri viéc lam s& khong dugc xem xét ké
hoach lam thém ngoai gio. Cac don vi chdm cong theo gid cua céc budi va khi thanh
toan quy vé budi (1 buoi = 4 gio dong ho). Mbi thang, s6 budi lam thém gio duoc
thanh toén t6i da la 16 budi/ngudi (08 cong).

2. Ho so thanh toan lam thém ngoai gio

- K& hoach lam thém hang thang (mdu 01- HD);

- Phiéu chdm cong lam thém gio hodc Bang chdm cong lam thém ngoai gid
theo (mdu sé6 COlc - HD, mau s6 C0la -HD) kém theo ké hoach phén cong cong téc,
lich hoc, lich phuc vu sinh vién cho céc khoa dao tao;

- Bang thanh toan tién lam thém ngoai gio theo (mdu s6 C07-HD) (1 ban, méu
biéu quy dinh theo Quy trinh thanh todn);

- Gidy d& nghi thanh toan, Gidy giao nhan chimg tir. ( Cdc biéu mdau ban hanh
kém theo van ban nay va Quy trinh thanh todn, ban hanh kém theo Quyeét dinh so
695/0P-DHV ngay 15/6/2016 cua Hiéu truong Trueong Dai hoc Vinh).

3. Quy trinh thanh toan lam thém ngoai gio

Pau thang, khi ¢6 cong viéc phét sinh can lam thém gio, don vi 1ap ké hoach lam
thém ngoai gio da dugc Ban Giam hi¢u phé duyét nop vé Phong T6 chirc Can bo.
phong Thanh tra gido duc dé theo doi.



Trude ngay 10 hing thang, cac don vi tién hanh lam thi tuc thanh toan tién lam
thém ngoai gio cua thang lién ké trude do. Nop cac ching tir va biéu mau thanh todn
lam thém ngoai gio da duoc quy dinh vé Phong T4 chire Can b, néu qua thoi han trén
Nha truong s€ khong lam thu tuc thanh toan cho don vi.

Sau khi nhan du hd so tir ngay 11 dén ngay 15, Phong T4 chirc Can bo chi tri phéi
hop vGi Phong Thanh tra Gido duc va céac don vi li€n quan kiém tra, thim dinh bang
téng hop lam thém ngoai gid cla don vi. HO so thanh toan dugc chuyén cho Phong Ké
hoach Tai chinh truéc ngay 16 hing thang. Cham nhat sau 5 ngay lam viéc Phong Ké
hoach Tai chinh phai kiém tra, ra sot trinh Ban Gidm hiéu phé duyét thanh toan cho
CBVC.

4. Cac truwong hop khong dugce thanh toan kinh phi lam thém ngoai gio

Nhitng don vi do dac thu cong viéc phai lam viéc vao thir 7, chu nhat, ban dém
nhung vao cac ngay lam viéc trong tudn khong bd tri da khéi lugng, ndi dung cong
viéc theo dinh mirc lao dong thi Truéng don vi phai can cir vao lich cong téc dé bo tri
cho nhitng CBVC lam viéc vao thoi gian trén dugce nghi bu vao nhitng ngay lam viéc
sau d6 véi thoi gian tuong ung, Nha truong khong thanh todn kinh phi 1am ngoai gio
hanh chinh.

Pon vi thuc hién chua ding quy trinh va ngi dung thi s bi tra lai ho so va tir chdi
thanh toan.

Nhéan dugc cong van nay, Nha truong yéu cau Trudéng cac don vi thong bio dén
toan thé CBVC trong don vi dugc biét va thuc hién.@/.‘/

Noi nhin:

- Nhu kinh gui;

- Ban Giam hiéu;

- Luu: HCTH, TCCB 4 _~
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TRUOGNG DAI HOC VINH CONG HOA XA HOI CHU NGHIA VIET NAM
Pon vi: Poc 1ap - Tw do - Hanh phic
KE HOACH LAM THEM NGOAI GIO THANG ...........
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Ngay ..... thdng ...... Nam

MAu s6: CO1c-HD
(Ban hanh theo TT s6 185/2010/TT-BTC
ngay 15/11/2010 cua Bo Tai chinh)

PHIEU CHAM CONG LAM THEM GIO
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Nghé An,ngay  thang  nam

Thu truwéng don vi Phong TCCB X4c nhan cia donvi Nguwoi bio lam thém

Ghi cha: Phiéu cham cong lam thém gio sic dung trong trudng hop don vi ¢6 nguoi lam thém
gio khong thieong xuyén, cac don vi do yéu cau céng viéc phai truc dém thi khong phai lap
phiéu cham cong lam thém gio.



Pon vi: TRUONG PAI HOC VINH MAiu s6 C0la - HD
B0 phin:.....oovviriiiiicinenieeccnenne (Ban hanh kém theo Thong tu s6 185/2010/TT-BTC ngay
15/11/2010 ctia B Tai chinh)

BANG CHAM CONG LAM THEM NGOAI GIO

Théang ......... nam.........
) Ngay trong thing Téng sb cong Trong do6, quy ra cong:
;; Hovatén | 1 3 31 S6 cong lam thém S6 cong lam S6 cong lam
T2 T4 CN ngay thuong thém ngay nghi thém ngay 1€
A B 1 2 3 31 32 33 34 35
Nguyén
Van A
Nguyén
Vin B
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Nghé An, ngay......thang .... nam...
Nguoi chim cong Phu trach bg phén Phong TCCB Thu truwéng don vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

Ky hiéu chim cong:

- Ca ngay: +
- 1 budi sang / chiéu: -
- Budi tdi: X



Pon vi: TRUONG PAI HOC VINH Méiu s6 C07-HD
LT ] —— (Ban hanh theo OP sé: 19/2006/QP-BTC

ngay 30/03/2006 cua B¢ truong BTC)

BANG THANH TOAN TIEN LAM THEM NGOAI GIO

Thang.......... nam...........
o o Pon gia lam thém ngoai giv . ™ S Y-
TT Ho va tén B§ phan Thanh tién Ky nhéan Ghi chu
Budi Don gia
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Nghé An, ngay....thdng....nam ...
Nguwoi dé nghi thanh toin K¢ toan trudng Thi truwdng don vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)




PHIEU CHAM CONG, BANG CHAM CONG LAM THEM NGOAI GIO
(Mau s6 COlc-HD, mau sé COla - HD)

1- Muc dich: Theo doi ngay cong thuc té lam thém ngoai gid dé co can cir tinh
thoi gian nghi bu hodc thanh toan cho nguoi lao dong trong don vi.

2- Phwong phap lap va trach nhiém ghi

M3i bd phén (phong, ban, to, nhém, ca nhan...) c¢6 phat sinh lam thém ngoai gid
lam viéc theo quy dinh thi phai lap phiéu chdm cong lam thém gid, bang chdm cong
lam thém ngoai gio.

Géc trén, bén trai cua Bang chdm cong lam thém ngoai gid phai ghi ro tén don vi,
bd phén.

Cudi thang don vi hoan thanh hd so chuyén Bang chim cong lam thém ngoai gio
cung cac ching tir lién quan vé phong T6 chirc Can b, ddi chiéu kiém tra, chuyén cac
phong ban chirc nang lam thu tuc thanh toén trinh tha truéng co quan.

Miu sb: C01C-HD:

Cot A, B, C, D: Ghi sé tht tu, ngay thang 1am viéc, mo ta chi tiét cong viéc da
lam, thoi gian bat dau cong viée dén luc két thiic cong viéc 1am thém ngoai gio trong
bd phén cong tac.

Cot F, G: Tinh ra sb gi¢ thuc té 1am viéc trong ngay.

Cudi thang (ban, phong, nhém, ca nhan..) hodc ngudi dugc uy quyén cin cit vao
ké hoach 1am thém theo yéu cau cong viéc, phiéu chidm cong lam thém gio cia cén bd
dé quy ra sb cong twong tng ghi vao ngay tuong tmg trong cac cot F,G theo cac ky
hiéu quy dinh trong ching tir va Ién bang téng hop miu COla-HD.

MAu sé: C01a-HD:

Cot A, B: Ghi s6 thu tu, ho va tén timg ngudi lam viéc thém ngoai gio trong bd
phén cong tac.

Cot 1 dén cot 31: Ghi s budi lam thém cia cac ngay 01 dén ngay cudi ciing ctia
thang.

Cot 32: Ghi téng s6 budi lam thém

Cot 33,34,35: Ghi chi tiét s6 budi lam thém trong céc ngay.

Hang ngay trudng (ban, phong., nhoém, ca nhan..) hodc nguoi duoc uy quyén can
ctt vao ké hoach lam thém theo yéu cau cong viéc ctia bd phan minh dé chidm cong cho
timg nguoi theo thuc té trong ngay, ghi vao ngay tuong tng trong cac cot tir 1 dén 31
theo cac ky hiéu quy dinh trong ching tu.



BANG THANH TOAN TIEN LAM THEM NGOAI GIO
(Mau s6 C03- HD)

1- Muc dich: Bang thanh toan tién lam thém ngoai gio nham xac dinh khoan tién
lam thém ngoai gio ma nguoi lao dong dugc hudng sau khi lam viéc ngoai gio theo
yéu cau cong viéc.

2- Phwong phap lap va trach nhiém ghi

Goc trén, bén trai ciia Bang thanh toan tién lam thém ngoai gio phai ghi rd tén don
vi, b0 phan va ma don vi ¢6 quan hé v4i ngan sach dang ky.

Dong thang nam: Ghi rd thang va nim ma nguoi lao dong tién hanh lam tha tuc
thanh toan tién lam thém ngoai gio.

Cot A, B, C: Ghi sb thtr tu, ho va tén, bd phan cua nguoi lam viéc thém ngoai gio
(theo mau 02- HD ctia thang do).

Cot 1: Tinh ra s6 budi, (cong) lam viéce truc tiép.

Cot 2: Ghi don gia lam thém ngoai gio.

Cot 3: Ghi thanh tién cua lam thém ngoai gid = s6 budi, (céng) (cot 1) x Pon gia
lam thém ngoai gio (cot 2).

Cot 4: Ngudi 1am thém sau khi nhan tién phai ky vao cot nay.

Bang thanh toan tién lam thém ngoai gid phai kém theo Bang chdm cong lam
thém ngoai gidr cua thang dé, c¢o ddy du chit ky cta nguoi lap, ké toan truéng, thu
truong don vi. Bang thanh toan tién lam ngoai gio duoc 1ap thanh 1 ban dé lam can cu
thanh toan.

Cot 5:Ghi chu nhiing truong hop ddc biét.



