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I. MUC PiCH

Muc dich: Str dung quy trinh dé thuc hién viéc chAm cong thanh toan lam thém
ngoai gio doi voi vién chic va nguoi lao dong cua Truong Pai hoc Vinh.

II. PHAM VI AP DUNG

Quy trinh nay ap dung d6i véi tat ca vién chirc va ngudi lao dong cua Truong
Dai hoc Vinh.

II1. TAI LIEU THAM KHAO

- Tiéu chuén ISO 9001:2015 Hé théng quan 1y chét luong - Cac yéu cau.

- Tiéu chuan ISO 9000:2015 Hé thdng quan 1y chét luong - Co sd va tir vung.
IV. PINH NGHIA, THUAT NGU

- Phong TCCB: Phong T6 chirc Can bo;

- Phong TTr - PC: Phong Thanh tra - Phap ché;

- Phong KHTC: Phong Ké hoach - Tai chinh;

- VCNLD: Vién chue va nguoi lao dong;

- DK: Diéu kién.
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V. QUY TRINH THANH TOAN LAM THEM NGOAI GIO

5.1.LUU PO
STT Luwu dd cong viée Trach nhiém Dién gii/Biéu miu
Té trinh ) - Pon vi lam to trinh, ké hoach 1am .
. Ké hoach 1am <«— | Don vi tryc tiép thém ngoai gid cho thang sau ndp vé
) thém ngoai gio quan ly, VCNLD  |P.TCCB (QT.TCCB.05/BM.01,
QOT.TCCB.05/BM.02).
Y ,
’ - Phong TCCB kiém tra to trinh va
2. L Kiém tra To, Phong TCCB bang ké hoach lam thém gi& cua cac
trinh, bang ké d .
hoach on vi.
S - Trinh BGH phé duyét T¢ trinh va
3. Phehizzflt ke — | | Ban Giam hiéu bang ké hoach lam thém gio cua cac
' don vi
v 1
Hoan thanh hd so . £ - Bon vi ndp ho so thanh toan lam
. < Don vi1 tryc tiép ~ RGN e i i A
4. thanh toan ‘0 1¥ VCNLD thém ngoai gio cua quy trudc do ve
quan 1y P.TCCB (QT.TCCB.05/BM.03).
Y
Tt hd oo Phong TCCB - P.TCCB va P. KHTC kiém tra, ra
5. thanh toan Phong KHTC soat, P.KHTC trinh BGH phé duy¢t

thanh toan.

Ban Giam hiéu

- Ban giam hi¢u duyét chi.

Phong KHTC

- Luu trir ho so lién quan.
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5.2. DIEN GIAI NQI DUNG
5.2.1. Buéc 1: D& nghi thanh toin 1am thém ngoai gio

Tur ngay 25 dén 31 hang thang, don vi lam to trinh theo OT.TCCB.05/BM.01, ké
hoach lam thém ngoai gid theo QT.TCCB.05/BM.02 cho thang sau gtri phong TCCB.

5.2.2. Buéc 2: Xem xét, kiém tra ndi dung to trinh
Phong TCCB xem xét td trinh va bang ké hoach 1am thém gio ciia cac don vi.
5.2.3. Buéce 3: Phé duyét ngi dung To trinh

Phong TCCB trinh BGH phé duyét To trinh va bang ké hoach lam thém gid cia
cac don vi.

5.2.4. Buéc 4: Hoan thanh ho so thanh toan

Ngay 15 thang dau tién cua quy tiép theo, Pon vi ndp hd so thanh toan lam
thém ngoai gio cua quy trudc do vé P.TCCB. P.TCCB xiac nhan Bang cham cong
QT.TCCB.05/BM.03 (theo quy).

5.2.5 Kiém tra hé so thanh toan

Trong thoi han 7 ngay, ké tir ngdy nhan du ho so, P.TCCB kiém tra, phé duyét
h6 so va chuyén hoé so vé P.KH-TC.

Hb so chu}fén Phong KHTC thdm dinh trinh ban giam hiéu duyét chi. Cham
nhat sau 5 ngay ké tir ngay nhan du ho so, Phong KH-TC ki€m tra, ra soat trinh BGH
phé duy¢t thanh toan.

5.2.6. Buédce 6: Duyét chi

’ - Ban giam hi€u thyc hién duyét chi truong hop khong dugc duyét chi sé tra lai
két qua cho phong KHTC

5.2.6. Buéc 7: Luu hd so
- P.XHTC luu trit cac ho so lién quan
VI. PHU LUC/ BIEU MAU

6.1 Biéu mau

STT TEN BIEU MAU SO HIEU TH?JIU%IAN
I._| MAu To trinh QT.TCCB.05/BM.01 | Khéng thdi han

2. Mau Bang ké hoach 1am thém ngoai gid QT.TCCB.05/BM.02 | Khong thoi han

3. Mau Bang chim cong lam thém ngoai gid | QT.TCCB.05/BM.03 | Khéng thoi han

6.2 Phu luc
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LICH SU THAY POI

Lan ban | Ngay ban

STT hanh hanh

Trang sira doi Noi dung/ Vi tri thay doi




TRUONG PAI HOC VINH CONG HOA XA HOI CHU NGHIA VIET NAM
PON VI oo, Poc 1ap — Tw do — Hanh phic

TO TRINH VE KE HOACH LAM THEM GIO

Kinh trinh: Hiéu truéng
Phong To chirc Can b0

- Véviéc lam ngoai gio dé thuee hién cac nhiém vu trong thang .... nam 202...

Y kién Hi¢u truéng N¢i dung

Cin ctr Bo luat Lao dong s6 45/2019/QH14 ngay
20 thang 11 ndm 2029 cta Qudc hoi;

Cian ct Quyét dinh s6 1585/QD-DHV ngay
30/12/2016 cua Hi¢u truong Truong Pai hoc Vinh ban
hanh Quy ché chi tiéu ndi bo;

Can ctr Dé an vj tri viéc lam ...

Can cu ké hoach nam hoc...

Kinh d& nghi nha truong xem xét...
Nghé An, ngay thang nam 2023
PON VI........ PHONG TCCB HIEU TRUONG

QT.TCCB.05/BM.01 Lan ban hanh: 01



BO GIAO DUC VA PAO TAO
TRUONG PAI HQC VINH

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

KE HOACH LAM THEM GIO

Théng ......... nam.........
, Ngay trong thiang Cong gio lam thém
S0 Ho va tén 1 2 3 31 Ngay thtr bay, chu x
TT i Ngay lam viéc N Ngay €, tét Lam dém
T2 T3 T4 CN nhat
A B 1 2 3] ... 31 32 33 34 35
) 17 O 0 O
KY hiéu chim céng:
- NT: lam thém ngay lam viéc
- NN: Lam thém ngay tht bay, chu nhat
- NL: Lam thém ngay 18, tét
- P: Lam thém budi dém
Ngay......thang .... nam...
Ngudi chim cong Phu triach b phan Phong TCCB Thu truéng don vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
QT.TCCB.05/BM.02 Lan ban hanh: 01




TRUONG DAI HOC VINH CONG HOA XA HOI CHU NGHIA VIET NAM
PONVIL..........ooo, Poc 1ap - Ty do - Hanh phic
KE HOACH CHI TIET LAM THEM NGOAI GIO THANG ..../.......
TT Noi dung cong viéc Nguwoi lam Dy kién thoi gian Du kién
(MG ta chi tiét ngi dung cong viec hoan thanh két qua
va ly do can thuc hién ngoai gio) i
Tu ngay | Dén ngay
thang thang
nam nam
1.
2.
Nghé An, ngay thang nam
NGUOI LAP TRUONG PON VI
PHONG TCCB BAN GIAM HIEU

QT.TCCB.05/BM.02

Lan ban hanh: 01




CONG HOA XA HOI CHU NGHIA VIET NAM

BO GIAO DUC VA DAO TAO
TRUONG PAI HQC VINH Poc lap - Tu do - Hanh phuc
BANG CHAM CONG LAM THEM GIO
Thang ......... nam.........
p Ngay trong thiang Cong gio lam thém
501 Hova tén 1| 2 | 3 31 Ngay thit b?
TT : Ngay lam vide | 200 W08 1 Ngay 13 tét Lam dém
2 | T3 | T4 cN |2V ; chit nhat s
A B 1 2 3] ... 31 32 33 34 35
1) 1 . O e e e
Ky hiéu chim cong:
- NT: lam thém ngay lam viéc
- NN: Lam thém ngay thur bay, chu nhat
- NL: Lam thém ngay 18, tét
- b: Lam thém budi dém
Ngay......thang .... nam...
Ngudi chim cong Phu trach bg phan Phong TCCB Thu trwéng don vi
(K, ho tén) (K, ho tén) (K, ho tén) (K, ho tén)

QT.TCCB.05/BM.03

LAn ban hanh : 01






