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QUY TRINH M4 hiéu: QT-VPB-28
N Lap dw toan kinh phi | Lan banhanh: 01
1SO 9001:2015 doan vao Ngay ban hanh: A6 A2 2022
SUA POI TAI LIEU
Yeéu cau Pflli;:lnﬁé/n Lén ban Ngay ban
sira d6i/ oA M&b ta ndi dung sira d6i | hanh / Lan say
bé quan viec o aRs hanh
0 sung sira doi

i x .
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QUY TRINH Ma higu: QT-VPB-28
= 2 Lap du toan kinh phi Linban hanh: 01
\ 1 . . N .
ISO 9001:2015 doan vao Ngay ban hanh:

1. MUC PiCH:

Quy trinh thdng nhét trinh tu, tha tuc va phan cong trach nhiém trong viéc
1ap dy toan kinh phi dbi véi cac doan khach nuée ngoai vao lam vige tai Viét
Nam, nhim st dung ngudn kinh phi dugc giao ding muc dich, hiéu qua va phu
hop véi cac quy dinh ctia Nha nudc.

2. PHAM VI AP DUNG:

Ap dung cho céac don vi thude khéi Vian phong Bo sir dung ngudn kinh phi
ngén sach nha nudc dugce giao.

3. TAI LIEU VIEN DAN:

Théng tu sé 71/2018/TT-BTC ngay 10/8/2012 quy dinh ché do tiép khéch
nudc ngoai vao lam viée tai Viét Nam, ché dd chi t6 chirc hoi nghi, hoi théo
qudc té tai Viét Nam va ché @6 tiép khach trong nudec.

4. DINH NGHIA/TU VIET TAT:

TCKT: Tai chinh ké toén

5. NOI DUNG
[ —]
] Bi¢u
) Trach 8z
TT Trinh tw - Thoi gian maw/Ket
nhiém .
qua

B1 | Lap Du toan:

- Vu Hgp tac quéc té: Chu
truong, k& hoach, phiéu trinh, dé 4n
don doan vao phai ban hanh trudce it
nhit 5 ngdy giri vé Vin phong B
@8 thyuc hién l4p du toan, trién khai
cac hoat dong phuc vu dén doan.

- Phong L& tan Quan hé cong o,
chung: Lap Dy toan theo mau sd Cac dorn It nh‘€1t4 - Dy toan
01-DV g kém ddy da hd so,| ngay | (méu s 01-
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QUY TRiNH Ma hiéu: QT-VPB-28
N LAp dv toan kinh phi |Linbanhanh: 01
1SO 9001:2015 doan vao Ngay ban hanh:
ching tir: truéc khi | BDV);

+ K& hoach, d& 4n dén doan, doan vao. | - Hop déng
phiéu trinh phé duyét cia Lanh dao dich vu miu
B6 néu c6 (ban phd t6) s6 02-bV.

+ Chuong trinh lam viéc, kich

ban chi tiét

+ Céc bao giad dich vy, du thao
Hop ddng, bién ban nghiém thu va
thanh 1y hop dong dbi vé6i céc
khoan thanh toan: Thué phong nghi,
in udng (kém theo thuc don),
chuong trinh nghé thuat, qua tang,

tham quan du lich, thué phuong tién
i di lai theo mau sb 02-bV.

+ Dbi véi nhing doan dat vé
may bay, bao hiém do B chi tra,
Lanh dao Van phong phé duyét To
trinh kém theo 02 bao gia cda hai
hang hang khéng hop phap tai Viét

Nam.

- Vu Hop tac qubc té: Thué
phién dich, x4y dung ndi dung (néu
cO).

- Du to4n va hd so kém theo
chuyén ndp Van phong B6 (Phong
TCKT).

Tiép nhin Dy toan, ra soat, thim
. dinh Dy toan:

- Lanh dao Phong Tai chinh — K&
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ISO 9001:2015

doan vao

QUY TRINH
LAp du toan kinh phi

M3 hiéu:

QT-VPB-28

Lin ban hanh:

01

Ngay ban hanh:

toan but phé truc tiép vao hd so du
todn cta don vi, giao cho Ké toan
vién thuc hién.

- Ké ton vién tiép nhan hd so:
Kiém tra ndi dung chi, tiéu chuén,
dinh mirc, tinh rd rang, trung thuc,
diy dd céc chi tiéu, cac yéu t6 ghi
chép trén chung tu, kiém tra tinh
chinh x4c cua sb liu, thong tin trén
chimg tir ké toén:

+ Néu chimg tir ké toan 1ap
khéng dung thu tuc, ndi dung va chit
s6 khong rd rang thi Ké toan vién tra
lai y€u chu 1am thém tha tyc va didu
chinh, bd sung (néu 13 ly do, b sung
trong ngay).

+ Truong hop héd so dat yéu céu,
K& toan thAm dinh, 14p du toan trinh
K& todn truéng xem xét, ky kiém
duyét Dy toan.

Ké toan

vién

01 ngay
lam viéc
ké tir khi
dly du hd
SO

Du toan
duoc thim
dinh

B3

Kiém soat:
K& to4n trudng xem xét, kiém tra Du
toan do K& toan vién trinh:

- Trudng hgp Dy toan thuc hién
dm bao quy dinh, ché d6 Ké toan
truémg ky kiém duyét Dy toan va
chuyén cho Chi tai khoan phé duyét.

- Trudng hop Du toan chua dam
bao tha tuc, ché d6, c6 sai s6t hodc

can diéu chinh, bd sung thi yéu cau

Ké toan
trudng

1/2 ngay
viéc
ké tir khi
ddy du hd

SO.

lam

Duy toan
dugc kiém

soat
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QUY TRiNH M3 hiéu: QT-VPB-28
Lap du toan kinh phi Lan ban hanh: 01

1SO 9001:2015 doan vao Ngay ban hanh:

K& toan chinh stra, hoan thién hoidc

lién hé véi don vi hoan thién (tra lai

ching tir néu ré ly do).

B4 | Phé duyét:
Chu tai khoan tién hanh xem xét, phé
duyét Dy toan:
- Trudng hop Dy toan thuc hién

dam bao quy dinh, ché d6, Chu tai .

, , ~ 1/2  ngay ,
khoan phé duyét chuyén K& toan | Lanh dao B viee Dy  todn
vién thuc hién cac thi tuc tiép theo. Van @t ki1i dugc  phé

- Trudng hop Dy toan chua dam | phong | , | duyét
THOnE 0P Uy foan et cam dhy do hd |
bao thu tuc, ché dg, cd sai s6t hodc <
can didu chinh, bd sung thi yéu ciu .
K& toan chinh stra, hoan thién hoic
lién h€ véi don vi hoan thién (tra lai
chung t néu rd 1y do).
6. HO SOLUU
STT Tén hé so | Noiluu | T/gianluu |
Hb so du toan sau khi d& day du chit ky cua ké Theo quy,
1 toan vién, ké toan trudng, chui tii khoan hodc Vinphong dinh cta phap
1ty quyén chu tai khoan luat

l

7. PHU LUC, MAU BIEU PINH KEM

- MAu s6 01-DV: Dy toan kinh phi doan vao

- M&u s6 02-bV : Hop déng dich vu
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QUY TRINH M4 higu: QT-VPB-28
SV = LAp du toan kinh phi Lanban hanh: 01
ISO 9001:2015 doan vao Ngay ban hanh:
Maiu 01-DV

BO TU PHAP
Pon vi:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc ldp - Tw do - Hanh phiic

Ha Noi, ngay  thdng

DU TOAN KINH PHi
(Noi dung céng viéc)
Kinh gii: - Vin phong Bj

Ciin cir: (Néu rd cdc cdn cir dp dung)

nam 201

Ngub“n:
Pon vi tinh: déng
Stt N§i dung Mikc chi Thanh tién Ghi chi
Téng cong
Bang chii: /.
NGUOI LAP LANH PAO PON V]
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QUY TRINH Ma hiéu: QT-VPB-28
Lap dw toin kinh phi | Lanbanhanh: 01
IS0 9001:2015 doan vao Ngay ban hanh:
\ , o ) _ Miu02-bV
BO TU PHAP CONG HOA XA HOQI CHU NGHIA VIET NAM
VAN PHONG Poc lap - Tw do - Hanh phiic

Ha N¢i, ngay  thdng  ndm 20

HOQP PONG DICH VU

Ao

- Cén cik B6 Ludt Ddn su s6 91/2015/QH13 dwoec Quéc hdi mede Cong hod xé
hoi chi nghia Viét Nam khod XIII théng qua ngay 24/11/2015 ¢6 hiéu luc tir ngay
01/01/2017;

- Can cir Quyét dinh s6  /OP-VP ngay  thing ndm 20  ctia Chdnh Vén
phong Bé Tu phdp vé viéc ... vevees
- Ciin cit vao nhu cdu va khd ning ciia hai bén,
Hom nay, ngdy ... thang ... nim 20..., tai tru s& co quan Bd Tu phap 58-60 Tran
Phii, Ba Pinh, Ha Ni, chung t6i gbm:

BEN A : VAN PHONG BQ TU PHAP
Pai dién: Ong

..................................................................

CIC VU i e

Dia chi: 58-60 Tran Phi, Ba Dinh, Ha Noi.

Dién thoai:  ................. Fax: (84- 4) 62739359

Tai khodn s6: ...vvvvvveeveenininnnne ... tai Kho bac Nha nuéc Ba Dinh

Quyét dinh vy quyén sb...... ngay.....thang....ndm.... (trudng hop dugc Uy
quyeén).

“VU e 13 don Vi chll tri t8 ChUC vvveeeeeeeeeeeeeeereee e

DPai dién: Ong ....................................

Chire vi: oo SO dign thogi:  weveeeerereeereeerereeeeenans

BEN B! ..oooooiiieeieecsscsns s

Dai dién: Ong

................................................................

Chirc vil: e,

Pia chi:

......................................................................
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QUY TRINH Ma3 hiéu: QT-VPB-28
Uz LAp du toan kinh phi | Lanbanhanh: 01
1SO 9001:2015 doan vao Ngay ban hanh:
S8 AN thOAL: vuvevverieererereeeeeee e eeeseeeeens
T2 KNOAN SO:  cvevvevereeeeeeeereteeeeseseseeeseseeeessssesstsssssanesesssssessasasssasasasssasssasssassassnens
1 o
A 05 17V L PN
ME SO THUE © oo e ettt b st a e s neresnas
Céng vin ty quyén sb...... ngay.....thang....nam.... (trudng hgp duoc ty quyén).

Sau khi ban bac, théng nhét, hai bén thoa thusn ky két hop déng cung cip dich
vw/hang héa véi cac ndi dung sau:

Piéu 1. Noi dung hop dong

Bén A giao cho Bén B thuc hién viéc cung c4p dich vu qua tang/thué xe phuc vy
............................................................ theo Phu luc chi ti€t dinh kém.

Dia diém td chirc (giao sdn phdm, hing h6a): ........ccceeeeeeueineninineeennn.
Ditu 2. Gia tri, hinh thirc hop ddng va phwong thitc thanh toan

- Giatrihop ddng: ..vvoeevveeiie e dong.

(BANG CHEE: .. coe v e v e e e e e e ...dong).

- Hinh thirc hop @8ng: ...vovvviiiniiieiieeee i

- Phuong thic thanh toadn: Bén A c¢6 trach nhiém thanh todn cho Bén B bang
chuyén khoan toan b gia tri hop ddng sau khi nghiém thu, thanh Iy hop dbng va c6 hod
don tai chinh.

Piéu 3. Trach nhiém ciia Bén A

- Bén A c¢6 trach nhiém thong bao vé thoi gian, dia diém giao hang, sb 1yong, chét
Iyong tang phdm va céc yéu cAu khic cho bén B biét trude 1 ngay truéce khi thuc hién.

- Bén B dam bao giao hang diing s lugng, chét lwgng, chiing loai, hinh thirc, thoi
gian va dia diém theo diing yéu cau ciia bén A.

- Cung cAp chuong trinh chi tiét, cic dia chi c6 trong chuong trinh, ho tén va s6
dién thoai cua ngudi phu trach doan it nhét 48h trudc gid khéi hanh.

- Ngudi ngdi trén xe do bén A quan ly, ngudi mang hanh ly khéng vi pham hang
cAm, néu vi pham thi ngudi mang hanh ly cAm va Bén A phéi chiu hoan toan trach
nhiém trudc phép luit.
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( QUY TRINH Ma hiéu: QT-VPB-28
N Lap dw toan kinh phi Lan ban hanh: 01
ISO 9001:2015 doan vao Ngay ban hanh:

Piéu 4. Trach nhiém ctia Bén B

- Bén B nhén thyuc hi¢n viéc cung cép dich vu....... PHUC VU .o,
ctia bén A nhu quy dinh tai diéu 1 ctia hop dbng nay.

- Bén B dam béo chét lugng cac dich vu.....cung cdp theo ding yéu cu cia bén A,

- Bén B ddm bao giao hang dang sé lugng, chat lugng, ching loai, hinh thire, thoi
gian va dia diém theo dting yéu ciu cia bén A.

- Chiu trach nhiém bd tri ding xe, thoi gian dua dén va phuong tién vén chuyén

dtng chét lugng, dam bao an toan, l4i xe 4n cin, phuc vu chu d4o theo ding chuong
trinh, thoi gian tron géi tir ngdy ...../..../201...dén ngdy ...../..../201......

Piéu 5. Piéu khoan chung

- Hai bén chii ddng théng béo cho nhau biét vé tién d6 thuc hién hop dbng, néu co
véan d& bét loi gi phét sinh, hai bén phai kip thoi thong bao cho nhau biét va chu dong
ban bac giai quyét trén co s& thuong lugng, binh ding dam béo hai bén cing ¢6 loi.

- Trong trudmg hop khéng giai quyét duge thi viée tranh chip s& duge duara phén
xir tai Toa 4n thanh phd Ha Noi. Quyét dinh ciia Toa 4n 13 phan quyét cudi ciing ¢6 hidu
luc thi hanh d6i v6i ca hai bén. Lé phi s& do bén c6 15i chiu trach nhiém hoan toan.

- Hop ddng dugc 1ap thanh 04 ban c6 gia tri ngang nhau, mdi bén gitt 02 ban, c6
hiéu luc ké tir ngay ky.

PAI DIEN BEN A L
PAI DIEN BEN B

VAN PHONG BQ VU ttttiiiiieiiiieiniiiieeiiins sesssssssssssssssssssassessssssssssessenss







