CONG TY CO PHAN CHU KY SO NEWCA
sl Ay S6 8 Léng Ha Thanh Céng, Ba Dinh, Ha Néi, Vlct Nam
Cilr ky a4 w»gogng Tel: (()4) TR £ e (04) PR S R

Email: . e N U
CONG TY CO PHAN CHU CONG HOA XA HQI CHU NGHIA VIET NAM
KY SO NEWCA bjc lap - Ty do - Hanh Phuc
86: .04, /QP-NEWCA Ha Nji, ngay 94, thang .94 nam 2019
QUYET PINH

V/v: Ban hanh Quy dinh chi ticu noi bo

GIAM POC CONG TY CP CHU' KY SO NEWCA

Can cir Ludt doanh nghiép sé 68/201 4/QH13 ngay 16/11/2014;

Ludt Ké todin 56 88/2015/QH13 ngay 20/11/2015:

Can cie Diéu I¢ hoat dong va mé hinh 16 chire ciia Cong ty ¢d phdn chix ky s6 NewCA:

Can cie thuc 1€ hoat dong kinh doanh cia C ong 1y ¢6 phan chix ky sé NewCA
QUYET PINH

Piéu 1: Ban hanh kém theo Quyét dinh nay ban “Quy ché chi tiéu noi bo”,

Piéu 2: Quy ché nay ¢6 hiéu luc k& tir ngdy 03/01/2019. Moi b6 sung, stra ddi Quy dinh
nay do Gidm ddc Cong ty ¢ phén chir ky s6 NewCA quyét dinh.

Piéu 3: Ban Giam déc, cac phong ban va c4 nhéan co hen quan chiu trach nhiém thi
hanh Quyét dinh nay.

Noi nhan:

- HDQT (dé bao cao);
- Ban giam déc;

- Cac Phong, bd phan;
- Luu: VT.

D3 Thi Thu Hudng
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s CONG TY CO PHAN CHU KY SO NEWCA
N; S6 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Noi, Viét Nam
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Ha Noi, ngay 03 thang 01 nam 2019







CONG TY CO PHAN CHU KY SO NEWCA
SH 8 Lang Ha. Thanh Céng, Ba Dinh, Ha Ngi, Vl(;t Nam

Cha ky a8 cdng odog Tel: (()4) consin LB (04)
Email: . vewnaenen . \NED
CONG TY CO PHAN CHU CONG HOA XA HQI CHU NGHIA VIET NAM
KY SO NEWCA Pjc 1ap - Ty do — Hanh Phic
sé: .0 .-’.L../QD-NEWCA Hea Ngi, ngay 44, thang 04 nim 2019
QUYET PINH

V/v: Ban hanh Quy dinh chi tiéu ndi by

GIAM POC CONG TY CP CHU KY SO NEWCA

Can cir Ludt doanh nghiép sé 68/2014/QH13 ngay 16/11/2014;

Ludt Ké todn s6 88/2015/QH13 ngay 20/11/2015;

Cein ci Diéu 1¢ hoat dong va mo hinh 16 chirc ciia Cong ty ¢6 phdn chit ky s6 NewCA;

Can cie thiee té hoat dong kinh doanh ciia Cong ty ¢6 phan chit ky s6 NewCA

QUYET PINH

Pidu 1: Ban hanh kém theo Quyét dinh ndy ban “Quy ché chi tiéu noi bd™.

Pidu 2: Quy ché ndy c6 hiéu lyc k& tir ngdy 03/01/2019. Moi bd sung, sira d6i Quy dinh
nay do Gim dbc Cong ty ¢ phin chir ky s6 NewCA quyét dinh,

Pidu 3: Ban Giam déc, cac phong ban va ca nhan ¢6 11en quan chiu trach nhi¢m thi
hanh Quyét dinh nay.

Noi nhan:

- HDQT (dé bdo cdo);
Ban giam déc;

Cac Phong, bd phén;
- Luu: VT.

P§ Thi Thu Hudng
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CONG TY CO PHAN CHU KY SO NEWCA
S6 8 Lang Ha. Thanh Cong. Ba Dinh. Ha Noi, Viét Nam

O ky 86 cong cdng Tel: (04) oo.ovevvnnnene FaX0 (04) v
BRI o sweree v onm e - WV ED i hosion & o s sy e
PHU LUC
M3 s6 No¢i dung Ghi chu
01 | Quy dinh vé Tam Umg va thanh toan Ianj}'mg Co chi tiét kéem theo
02 | Quy dinh v& muahang hoa, DV va thanh toan toan nha CC Co chi tiét kém theo |
03 Qu\ dinh vé thanh toan mua hang nho I¢ Co chi tiét kém theo
| .0-4 H Quy dmh cép tham quyén du} ét chi -C(') chi tiét kém theo
05 | Quy dinh vé hoa don tai chinh C6 chi tiét kem theo
"""""" 06 | Quy dinh vé ky két hop dong va thanh Iy hop dong C6 chi tiét l\em 1he; :
07 | Quy dinh vé kho hang va giao nhan hang héa C6 chi tiét kém theo
08 Qu\ dmh vé cong tac ph1 C6 chi tiét kém theo
| 09 “ Quy dmh vé chi luong, BHXH BHYT C6 chi tiét kém theo
10 | Quy dinh vé trach nhiém chi tra luong Cé chi tié‘t kem théo
11 Quy dinh vé Chi phi dao tao cho CBCNV C6 chi tiét kem 1hé§ “ |
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9 g X CONG TY CO PHAN CHU KY SO NEWCA
NEW:

S6 8 Lang Ha. Thanh Cong. Ba Dinh. Ha Noi. Viét Nam
(:?".i"xk\}'(.‘iﬁ'};t:;“tfm“‘zg;(;x::t"?g"; Tel: (()4) Fax: (04)
BINAIE oy seeons conmme’ WD & S srvsiiilin ot

Mz s6 01

QUY PINH VE TAM UNG VA THANH TOAN TAM UNG

TT

N§i dung

Ghi chu

01

Khi ¢6 nhu cau tam tmg, c4 nhan hay dai dién b6 phan lap miu dé
nghi tam ng (mau KT-001 kém theo).

02

Trinh truong bo phan ky, rdi chuyén cho Phong tai chinh ké toan
kidm tra, 14y chir ky K& toan truong/Truong phong tai chinh ke toan
va Giam dbc/ph6 Giam doc sau d6 tam ing tién mat.

03

Tién tam tmg s& duoc chi sau mdt (01) ngay ké tir khi c nhan, bo

7 \
\

phan trinh gidy dé nghi tam tng tién mat, trir truong hop khén cép.

04

Sau khl mua hang xong, c nhin; by phan da tam Ung tién mat phai
hoan tat tha tuc thanh toan tam tmg theo mau quy dinh.

05

Ciing giéng nhu mau dé nghi tam tmg, gidy thanh todn tam tmg phai
duoc 14y day du cac chir ky ¢6 tham quyén thi méi duoc thuc hién
véc thanh toan tam tmg.

06

Trong vong 36h k& tir khi hoan thanh cdng viéc lién quan dén khoan
tam ung va kém theo day du cac chung tir, hoa don hop 18, nhiing bd
phén, c4 nhan da tam tmg phai lam thu tuc hoan (g, néu khong co Iy
do chinh dang, Phong tai chinh ké toan s& chuyén s6 du tam (ng sang
Phong nhan su dé trir vao luong va ap dung hinh thire ky ludt theo
quy dinh tai N6i quy lao dong cua Cong ty trong timg thoi ky.

07

Khi lam thi tuc hoan tmg, ca nhdn, bg phan tam (mg phai cung cap
day du chung tir thanh todn hop ly hop I8, néu khong khoan thanh
toan tam g s& khong dugc chap nhan.

08

Truong hop tam ung cho nha cung cip theo hop dong, phong tai
chinh ké toan ¢6 trach nhi¢m theo dsi viée tam ung va thar}h toan tam
{mg theo timg hop dong dé tranh truong thanh toan trung lap.

09

Phong tai chinh k& toan c6 trach nhiém theo ddi viéc tam Ung va
thanh to4n tam tmg chinh x4c ddy du cho timg di tuong tam (ng

tranh trudng hop sai s6t nham lan. el
N 010625N

v )
Newdi lap K¢ toAn truéng / N/
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CONG TY CO PHAN CHU KY SO NEWCA

Ng‘w | 'L Sé 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Noi, Viét Nam
C?‘xf;kgw:}ﬁz'.;ﬁrwgcx:k"%g; Tel: (04) Fax: (()‘-I-)

BIALL oovs oo WD bttt e

Mi s6 02 QUY PINH VE MUA HANG VA THANH TOAN CHO NHA

CUNG CAP

TT

Ngi dung

Ghi chi

01

Cé nhén, bd phan ¢6 nhu chu mua hang ho4, dich vu 1ap mau dé
nghi mua hang (mau KT-003 kem theo).

02

Trinh truong bo phan ky, rdi chuyén cho phong tai chinh ké
toan kiém tra, lay chit ky Ké toan truong/Giam doc tai chinh va
Giam ddc/pho Giam doc, sau d6 tién hanh mua hang.

03

Nguodi mua hang phai lay du 3 bao gia cho mat hang cdn mua,
trir truong hop khan cap.

04

Phong ké toan tai chinh ¢ trach nhiém kiém tra gid, rdi trinh
Ké toan truong/Truéng phong tai chinh ké toan va Gidm
dbc/ngudi duge Giam déc ty quyén ky duyét mua hang theo
bao gia dinh kem.

05

Khi hang hoa chuyén dén Cong ty phai c6 gidy (bién ban) giao
nhan hang hod. Trén gifly giao nhén phai c6 du chir ky cua
ngudi ban, ngudi mua va ngudi lam ching (hoac thu kho). Néu
trong truong hop giao thang hang hoa do cho bd phén su dung
thi phai c¢6 chit ky cua bén nhan su dung hang hoa do.

06

Khi 1am thd tuc dé thanh toan cho mat hang da mua, ngudl mua
ap gidy d& nghi thanh toan (mAu KT-002 dinh kém). dinh kém
theo 1a hoa don tai chinh cung véi bién ban giao nhan cho mat
hang da mua va hop dong, bién ban nghiém thu thanh ly hop
déng (Trong trudng hop ky hop dong kinh t& v6i nha cung cép).

07

Viée thanh toan s& duoc thyc hién thanh toan trong vong 7 ngay
(theo lich thanh todn) ké tu khi phong tai chinh ke toan nhan
duoc chung tir hop 1y hop 18, trir trudng hop khan cap.

08

Trudong hop mua hang khén cdp, trén gidy mua hang phai co

quyen.

chit ky xéac nhan cua Giam dbc hodc nguoi duoc Giam doc u
a0
A\

Neguwoi 1ap Ké toan truéng *
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CONG TY CO PHAN CHU KY SO NEWCA

Sb 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Noi, Viét Nam
Eaxii(04) .. ot s o
15570711 bR . - o | NIRRT, oo 1 S e

Mi s6 03 QUY PINH VE THANH TOAN MUA HANG NHO LE
TT Ni dung Ghi chi
01 | Ca nhan, bd phén c6 nhu cdu mua hang hoa, dich vu nho I¢

phuc vu cho cong ty, xay ra thuong xuyén va viéc mua hang da
duoc chi bang tién riéng cua minh thi chi viéc lam gidy dé nghi
thanh todn (mau KT-002 kém theo).

02

Trinh truong bo phén ky, rdi chuyé én cho phong tai chinh ké
toan kiém tra, lay chit ky Ké toan 1ruorno/Tru0ng phong tai
chinh ké toan va Giam déc/nguoi duge Giam déc ty quyen, sau
do tién hanh thanh toan.

03

Trong trudng hop nay, ngudi mua hang phai cung cép day du
chung tr hop 1y hop 1& dinh kem gidy dé nghi thanh toan.

04

Phong k& toan tai chinh c6 trach nhidm kiém tra, roi 1ap phiéu
chi tién trinh Ké toan tru0n0/Tru0ng phong tai chinh ké toan va
Giam dbc/nguoi duge Giam dbc Gy quyen ky duyét va thuc hién
viéc thanh toan.

05

Trong truong hop ndy ap dung cho nhiing mét hang nhu sau:
chi phi lat vét cho van phong, cac khoan tiép khach va trudong
hop mua hang khan cip..

06

Trir truong khan cép, viéc thanh todn s& duoc thuc hién thanh
toan trong vong 3 ngay ké tur khi phong tai chinh ké toan nhan
duoc ching tir hop ly hop 1€.
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gw gune  CONGTY CO PHAN CHU KY SO NEWCA
N e W - Sé 8 Léng Ha. Thanh Cong. Ba Dinh, Ha Noi, Viét Nam
C?'x}%»zs,'::sxﬁt::&(*,gt;{':é@"zg; Tel: (04) Fax: (04)
BEmails oo vyt Wb e s s

Mi s6 04 QUY PINH CAP THAM QUYEN DUYET CHI VA MUA HANG

TT N§i dung Ghi cha

01 | Chi tam Gmg: Nhiing khoan tam ung dudi 1.000.000 VND thi chi
cAn chit ky ciia K& toan truong/Truong phong tai chinh ké toan. Néu
khodn {idn 16n hon 1.000.000 VND thi bat budc phai c6 ca chit ky
clia Giam déc/ngusi duge Giam déc uy quyén thi viée tam tng tién
mit moi dugce thuc hién.

02 | Thanh tosin: T4t ca cac khoan chi déu phai co day du chir ky cua Ké
toan truong/Trudng phong tai chinh ke toan. Giam doc/nguoi duoc
Giam déc uy quyén thi méi duoc thuc hién chi.

03 | Truong hop Ké toan truéng/Truong phong tai chinh ké toan vang mat
thi nguoi duoc Giam dbc uy quyén c6 quyén ky duyét chi.

04 | Duyét mua hang: Tat ca nhimg mat hang cin mua déu phai lam gidy
dé nghi mua hang. trén gidly dé nghi mua hang phai c6 day du chir ky
thAm quyén thi mat hang d6 moi duge mua.

05 | Phong tai chinh ké ton c6 trach nhiém theo doi, kiém tra, don ddc,
nhic nhd nhimg céa nhén, dai dién b0 phén thuc hién khong ding quy
dinh vé tai chinh d tranh rai do tiém tang xay ra.

Nguwoi lap i Ké toan truéng
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CONG TY CO PHAN CHU KY SO NEWCA

e w S6 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Néi. Viét Nam
C)“xf:kgws::f’ir:::cixr?g;;c:sz“s{j:; Tel: (04) Fax: (04)
BHAIL o o o oot s WIOD S e o e e i o

Ma s6 05 QUY PINH VE HOA PON TAI CHINH

TT Ngi dung Ghi cha

01 | Hoa don mua hang: Tat ca nhiing khoan tién chi déu phai c6 hoa
don tai chinh. Hoa dqn tai chinh ¢é 2 loai; Hoa don thué GTGT va
hoa don khong c¢6 thue GTGT (hoa don truc tiep).

02 | Hod don tai chinh hep Iy hop 1¢: V& hinh thuc tat ca cac hod don tai chinh
cia cac nha cung cdp hang hod, dich vu cho Cong ty déu phai ghi day du
thong tin nhu sau:

*Thong tin vé don vi mua hang:

Ho tén ngudi mua hang: Tén nguoi di mua hang

Tén don vi: Cong ty cd phan chit ky s6 NewCA

Dia chi: S6 8 Lang Ha. P. Thanh Céng, Q. Ba Dinh. Tp. Ha N6i. Viét Nam.
M s6 thué: 0106234569

*Théng tin vé don vi ban hang

*Ngay thdang ndm

*Noi dung mua hang va $0 liéu vé viéc mua hang

*Chir kv vé ddu phdp nhén

03 | Ho don tai chinh khéng hep 1y hep 1¢: La hoa don thiéu mot trong
nhiing thong tin ké trén. Hodc ghi sai thong tin.

04 | Khi nhan duoc hoa don tai chinh truc tiép tir nha cung cap (hodc qua
buu dién), nguoi mua hang kiém tra va ky vao chd nguoi mua hang,,
rdi 1am thu tuc thanh toan. Néu chua thanh toan ngay thi ngucn mua
hang phai ban giao lai hod don tai chinh cho Phong tai chinh ké toan
d& hach toan chi phi va khai b4o thué dung thoi han ctia hoa don.

05 | Khi thanh to4n, Phong tai chinh ké toan c6 trach nhiém kiém tra, neu
khoan chi khéng cé du ching tr, hoa don hop ly hop I€, kién quy ét
khong thanh toan cho xu ly hodc tur chéi thanh toan.

Newoi 1ap K¢ toan truéng




o g =& CONG TY CO PHAN CHU KY SO NEWCA
NaW /-

S6 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Néi, Viét Nam

Chas ky a0 L."é)ﬁi_&; edmg el (04): ... . ooces i Bake (0d) 0 me cl o de il St

Email: .......co.. iv - - WEDE o s b atie e
Mi 56 06 QUY PINH VE KY KET HQP PONG VA THANH LY HQP DPONG

TT

Ngi dung

Ghi chu

01

T4t ca cac hop dong kinh t& du gid tri nho hay 1on trudc khi trinh
Giam dbc/nguoi duge Giam doc ty quy én ky két déu phai gui 1 ban
thao qua Phong tai chinh ké toan dé kiém tra. xem xét nham muc dich
kiém tra dan chéo nang cao tinh chat chd cho hop ddng, nhat la nhiing
diéu khoan lién quan dén vén dé tai chinh,

02

Khi hop dong duoc ky két, mot ban g,oc cua hop déng phai duoc
chuyén dén Phong tai chinh ké toan de theo dai tién d6 thanh toan.
Trong qua trinh thuc hién hop ddng néu cé phat sinh hai bén lam phu
luc hop ddng dé bé sung/diéu chinh cho hop déng ban dau thi khi
phu luc hop déng duoc ky 1 ban gbc ciing duoc chuyén ngay t6i
Phong tai chinh ké todn dé tién theo ddi.

03

Khi hop d@)ng duoc thuc hién xong, 2 bén bit budce phai lam bién ban
nghiém thu va thanh ly hop dong. Bién ban nghiém thu va thanh ly
hop dong 1a co s phap Iy cho viéc xac nhdn cong no va thanh toan.

04

Déi voi hop dong mua hang hoa, dich vu, xdy dung sau khi két thuc
hop dong ngudi phu trach mua “hang co trach nhiém lay toan b
chung tir, hoa don tir nha cung cdp dé lam tha tuc thanh toan va doi
chiéu cong ng.

Ngwoi 1ap Ké toan truéng
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W “ s.e  CONGTY CO PHAN CHU KY SO NEWCA

o S6 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Noi, Viét Nam
C}u}iﬁcyu&?’iri::{jtsg{;fmg;; Feli (04) - om . et RN (V) SHE I S o L e
EMATL ..o i WEDL il ot Bt S 5

TT

01

02

03

04

05

Mi s6 07 QUY DPINH VE KHO VA GIAO NHAN HANG HOA

Noi dung

Kho hang ho: Khi hang mua vé& dén Céng ty, thu kho phai viét
phiéu nhap kho hang hoa. Lap the kho va danh ma sé cho tung loai
hang ho4 nhap kho (loai cin d4nh mi s6).

Giao nhin hang hoa: Khi hang mua vé dén Cong ty, néu hang hoa
phai nhap kho. nguoi mua ky gidy giao nhén hang hoa vdi bén ban roi
cung thu kho lam thu tuc cho nhdp kho hang hoa. Néu hang mua
khong phai nhap kho ma xudt dung thang cho céac bé phan thi nguoi
mua phai 18p gidy giao nhan tay ba gitra nha cung cdp va nguoi nhan
su dung hang hod d6. Trong tat ca cac truong hop giao nhan hang hoa
déu phai c6 chit ky xac nhan cua bén thtr 3 lam chimg.

Truong hop hang hoa mua la cong trinh vira thuc hién xong thi ngudi
mua phai 14p bién ban nghiém thu va c6 xac nhén cua ca bén lam
chimg.

Trudng hop hang hod mua c6 ky két hop ddng kinh té thi nguoi mua
hang phai 1ap bién ban nghiém thu va thanh Iy hop dong.

Phiéu nhép, xuét kho hoic gmy giao nhin hang hoa hay bién ban
nghi¢ém thu va thanh Iy hop dong 1a co so cho viéc kiém tra, thanh
toan tién hang.

Can ctr vao phiéu nhap, xuét kho hogc g,la\ giao nhan hang hoa hay
bién ban nghlem thu va thanh Iy hop dong, phong tai chinh ké toan
dbi chiéu voi gidy dé ng,hl mua hang, bao gid, hop dong kinh té dé
kiém tra tinh hop 1& ctia viéc mua hang truéc khi thuc hién viéc thanh
toan.

Khi thanh toan, phong tai chinh ké toan co trach nhiém kiém tra, neu
khoan chi khéng c6 du ching tir, hoa don hop Iy hop €. kién quy ét
khong thanh toan cho xu ly.

Ghi chu

Ngwoi 1ap
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CONG TY CO PHAN CHU KY SO NEWCA
So 8 Lang Ha. Thanh Cong. Ba Dinh, Ha Ni, Viét Nam
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Mi s6 08

QUY PINH VE CONG TAC PHi CHO CBCNV

TT

N¢i dung

Ghi chua

01

Tién cong tac phi: Puoc hiéu la khoan phi phuc vu cho CBNV di
cong tac, thuc thi nhiém vu ma Cong ty giao phé. Coéng tac phi
thuong bao gdm nhimg khoan sau:

02

Tién ttep khdch, giao dich: Trudc khi thuc hién khoan chi phi nay
CBNV déu phal ¢6 su chdp thuin cua Giam dbc/ngudi duge Giam
déc uy quyén. Truong hop khoan chi phi 16n (>1.000.000 VND) thi
CBNV khéng nhiing phai ¢6 su chdp thuan cua Ban Giam dbéc ma
con phai lén ké hoach trudc.

03

Tién dan, nghi cho cd nhan:
- Truong hop di cong tac trong ngay: Tién an trua cho mdt nguoi
la 50.000 VND/bfra.
- Truong hop di cong tac 16n hon 1 ngay:
v' Tién an cho mot nguoi 1a 150.000VND/ngay.

v/ Tién phong nghi theo muc gia thué phong thuc té nhung
khong vuot qua dinh murc sau (dong/nguoi/ngay):

Tinh/Thanh phd Tinh, Thanh

Péi twgng
tryee thuge TU phd khac

Ban giam ddc 500.000 350.000

CBNV 350.000 250.000

v’ Truong hop nhiéu nguoi di cong tac cung mot noi thi tién
phong se duoc ghép phong (VD: 2 nam hodc 2 niY) dé giam
chi phi tién phong.

v’ Trudng hop can bd, nhan vién di cong tac dén noi co quan,
don vi cong tac hodc Cong ty da b tri duoc chd nghi khong
phai tra tién thué, thi nguoi di cong tac khong dugc thanh
toan khoan tién thué chd nghi.

i
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Tién thué phwong tién di lgi:

- CBNV di cong tac dugc thanh toan tién phuong tién di lai (xe
may, 6 10, tiu, pha, may bay ...) can cur trén chung tir hop 1é phat
sinh va theo dung phuong tién, 16 trinh da duoc Giam ddc/ngudi
duoc Giam déc iy quyén trong ké hoach cong tac.




CONG TY CO PHAN CHU KY SO NEWCA
N=W:

S68 Lang Ha. Thanh Céng, Ba Pinh, Ha Néi, Viét Nam
C}’f*uk,. uu;m;mxa, Tel: (04) Fax: (04)
Email: ............... Web:...........

05

Chitng tiv thanh todn:

- T& trinh ké hoach cong tic di duoc cap c6 thim quyén phé
duyét va cu di cong tac;

- Glav di duong c6 déng du cua Cong ty va ky xac nhan dong
dau ngay dén. ngay di cua co quan noi can bo nhan vién dén
cong tac (hodc cua khach san, nha khach noi luu tra).

- Cac chang tr chirng minh khoan muc chi phi: vé tau, xe hoic
gidy bién nhan cua chu phuong tién/vé may bay; héa don hop

phap, hop 1¢ theo quy dinh cta cong ty va quy dinh phép luat
hién hanh.

Neguwdi lap
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CONG TY CO PHAN CHU' KY SO NEWCA
So 8 Lang Ha. Thanh Céng. Ba Binh, Ha N6i, Viét Nam
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Mi s6 09 QUY PINH VE CHI LUONG, BHXH VA BHYT

TT

Ngi dung

Ghi cha

01

Lwong thwomg xuyén: Cin cir vio bang chdm cong hang thang cta
cac phong ban, Bo phan nhan sy kiém tra d6i chiéu véi bang chdm
van tay cua tat cd CBNV. Sau d¢ chuyén bang chdm cdng va két qua
KPI da dugc kiém tra ky xdc nhan cta phong hanh chinh nhén sy cho
phong tai chinh ké toan trudc ngay 3 hang thang dé 1ap bang luong
cho CBNV.

02

Lwong thoi vy, lwong chim dirt hop ddng: Can clr vao bang chim
cong va thi tuc chim dat hop dong, phong nhén su 1ap bang cham
cong va KPI chuyén cho phong tai chinh ké toan dé 1dp bang luong,

Trur trudng hop dic biét, tién luong duoc thanh toan ngay S hang
thang, néu ngay 5 roi vao ngay nghi thi tiy theo timg lan phat sinh cu
thé, bo phan nhéan su thong bao lich chi luong trudc hodc sau ngay
nghi.

Truong hop chdm dut hop dong lao dong tién luong s& duoc chi trong
vong 15 ngay ké tir khi thu tuc cham dut hop dong lao dong (ban giao
cong viéc, tai san...) da hoan tat.

04

Sau khi tra luong xong, by phén nhan su chuyén phiéu chi luong da
c¢6 day du chir ky cua nguoi nhan luong cho phong tai chinh ké toan
dé luu trir chung tur.

05

Hang thang phong nhén su can cir trén bang tinh luong 1ap bang chi
phi BHXH, 14y diy du chir ky tham quyén gui phong ké toan trude
ngay 25 hang thang dé lam tha tuc thanh toan.

06

Ciing giong nhu chi luong, khi nhin duoc tién tro cdp BHXH, bo

phan nhan su s& chi tra tién tro cdp BHXH cho CBNV. bang chi tra
tro cap BHXH cling phai c6 chir ky da\ da cua nguoi nhan tién tro
cAp BHXH rdi pho t6 giri phong ké toan lam chang tlr cho phiéu chi.

N 0106255

‘9 \(-)
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Mi sé 10 QUY PINH VE TRACH NHIEM CHI TRA LUONG

TT

NOI DUNG

GHI CHU

01

Trach nhiém phong nhan sy

Chiu trach nhiém theo ddi, cdp nhdt viéc chim cong gio lam
viéc, gio nghi, ngay nghi ché dé cac loai (phép. om dau. sinh

con, hiéu hi, ....).

Cép nhat, kiém tra céc dir lidu, s6 lidu vé bac luong, hé ) huong lwong va
KPI dé chuyén bo phan ké toan tinh toan lwong hang thang,

Nhan tién luong tir thi quy va phat luong cho CBNV theo bang
luong da duoc phé duyét va thu thap phiéu chi luong da co du chir
ky ctia CBNV va chuyén bg phan ké toan luu ching tir.

o5 ’ . & .4 2 “ A A A ’ ’ A ~
Giai dap moi thac mac cua CBNV lién quan dén viée tinh toan tién céng,

tién lwong va moi chinh sach ché do lién quan khac.

02

Trich nhi¢m phong tai chinh ké toan:

Tinh todn bang lwong va lap phiéu D& nghi thanh toan trinh Giam
déc/nguoi duoc Giam doc uy quyén phé duyét va lam chimg tir:
chuan bi phiéu chi lrong dé phat cho CBNV.

Chuyén dé nghi thanh toan cho ké toan tién mit va thu quy dé chuan bi
tién luong chi tra cho CBNV.

Ban giao tién luong cho bd phan nhéan su phat luong cho CBNV.

Luu trir phiéu chi luong. Sibe
w 2

(2 TN

Nguwoi lap Ke toin truéng 4 i3
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Misb 11 QUY PINH VE CHI PHi PAO TAO CHO CBNV

i b

NQI DUNG

GHI CHU

01

Chi phi vé dung cu, thiét bi dao tao: Tuy theo timg khoa dao tao
Coéng ty s& chuan bi, mua siém d6 dung, dung cu va thiét bi dao tao
phu hop nhim muc dich tao diéu kién thuén loi cho hoc vién hoc tap
rén luyén duoc tot.

02

Chi phi thu lao cho Giing vién:

Néu la giang vién thué ngoai Cong ty s& ky két hop dong hodc ky
cam két giang day truc tiép hodc gian tiép vdi timg Giang vién,
trong hop dong; cam két s& quy dinh muc dich giang day, thoi gian
giang day, tién thu lao va hinh thic thanh toan tién thu lao.

Déi voi Giang vién la CBCNV cua Céng ty thi khong phai ky hop
ddng hozc cam két giang day. Tién thu lao giang day 1a 200.000
VND/1 budi day ngoai gio hanh chinh, 150.000 VND/1 budi day
trong gio hanh chinh.

Thanh toan chi phi dao tao:

Cac chi phi cho viéc dao tao CBNV do Cong ty chi tra, hoc vién khong
phai tra bat kv mét khoan phi nao cho viéc hoc tap. nhung nguoc lai
hoc vién phai ¢6 trach nhiém hoc tap nghiém tuc. Két qua thi kiém tra
sat hach cua moi khoa hoc 1a mét trong nhiing tiéu chi xét thudng cua
hoc vién d6 theo nhu quy dinh Céng ty vé thuong, phat.

Chi phi dung cu, thiét bi giang day: Thanh toan trén co s¢ ké hoach dao
tao da dugc phé duyét va theo quy dinh mua hang cua Cong ty.

Péi voi Giang vién thué ngoai viéc thanh toan thu lao giang day
theo moi khoa dao tao quy dinh trong hop dong hodc cam két giang
day.

Déi voi Giang vién 1a CBNV ctia Cong ty viéc thanh toan thu lao
giang day trén co so ké hoach dao tao da duoc phé duyét vao thoi
diém chi tra luong hang thang.

Ngwoi 1ap K& toan truéng

P




Mau: KT-001

N“" W T CONG HOA XA HQI CHU NGHIA VIET NAM
i Doc lap - Ty do - Hanh phiic

Chir ky 58 cfing adng KKK KR KR

S6: ......./20... /GDN-NEWCA Ha Noi, ngay — thang  nam

GIAY PE NGHI TAM UNG
Kinh giri: Ban Lanh dao Céng ty ¢ phian Chir ky s6 NewCA
Ho va tén CBNV
B0 phéan cong tac

Dé nghi Ban Lanh dao Cong ty phé duyét chi tién tam trng voi ndi dung nhu sau:

- Ly do tam rng:
- SO tién bang s6: .............ee..... VND.
550 o e O N RS NP of (e = 2 S ol e S b

Tréan trong.

NGUOI PE NGHI TP/TBP BP.KE TOAN GIAM POC



Miu: KT-002A

N"“ W oF . CONG HOA XA HQI CHU NGHIA VIET NAM
— 1 Doc lap - Ty do - Hanh phuc

Chi1 ky s6 odng cdng oo %k ko K %
S6: ......./20..../GPN-NEWCA Ha Noi, ngay thang — ndm

GIAY PE NGHI THANH TOAN
Kinh givi: Ban Lanh dao Cong ty ¢6 phin Chir ky s6 NewCA
Ho va tén CBNV e e L enn o v kil s o » & S T PSR Rt A B SR s
B0 phéan cong tac T b Tl s s b w4 4 p s T N B i

Pé nghi Ban Lanh dao Cong ty phé duyét chi tién thanh toan voi ndi dung nhu sau:
- Ly do thanh toan:

- S6tien bAng s6: ..........cceee..... VND.

B e e o ol 2 co e sovrnsmnn o somasmess st anssb i e s T S A
- Chung tur di kem:

Tran trong.

NGUOI PE NGHI TP/TBP BP.KE TOAN GIAM POC

AN



Mau: KT-002B

N’" W CONG HOA XA HOI CHU NGHTA VIET NAM
e W Wi Doc 1ip - Tu do - Hanh phiic
Chir ky 80 cing adng ER R R R
S6: ....../2018/GDN-NEWCA Ha Noi, ngay — thang — ndm

GIAY PE NGHI THANH TOAN
BB UL i onseciienisarna sy s s Einins sastbares

Cong ty c¢6 phan chir ky so6 NewCA xin gui 101 chtce stire khoe, thanh cong va cam on sy

tin tudng sir dung dich vu chit ky sé NewTel-CA cua Quy Tong cong ty.

Theo .............................., tuong tmg v&i sO tién la .................... VND (Bang 3
Vi véy, cong ty c6 phan chir ky s6 NewCA dé nghi ..................... thanh toan sb tién

b o

trén theo thong tin chuyén khoan nhu sau:
Tén tai khoan: Céng ty C6 phan Chir ky s6 NewCA
S6 tai khoan: 21510001427139 s
Tai Ngan hang BIDV Cau Gidy
Rat mong nhén duoc suhop tac tir ... ...............
Tran trong cam on.

Noi nhin: GIAM POC

- Nhu trén;
- Luu: VT, Ké toan.

Pé Thi Thu Huong



Mau: KT-003

N~W CONG HOA XA HQI CHU NGHIA VIET NAM
el Pgc lap - Ty do - Hanh phuc
By B oG EE R R
S6: ......./20.... /GPN-NEWCA Ha Noi, ngay thang — nam

GIAY DE NGHI MUA HANG
Kinh givi: Ban Linh dao Céong ty ¢ phan Chir ky s6 NewCA

Theo nhu cAu phatsinh dé.............................

Phong ...............déxuatmua ....................... cu thé nhu sau:
STT Tén tai san Pon | S6 ’ Gia duy kién Ghi chu
vi lwgng

~
1 i 5
9o
Kinh trinh Ban 1anh dao Céng ty xem xét, quyét dinh. é‘
~

Tran trong.

NGUOI PE NGHI TP/TBP BP.KE TOAN GIAM POC




Mau: KT-004

N~AW CONG HOA XA HQI CHU NGHIA VIET NAM
e Djc lap - Tu do - Hanh phic

Chl ky 8 cdng céng LRI S
S6: ....../20../GTT-NEWCA Ha Noi, ngay thang — ndm

GIAY THANH TOAN TIEN TAM UNG

Kinh giri: Ban Lanh dao Cong ty ¢b phan Chir ky s6 NewCA

- Ho va tén nguoi thanh toan:
- B0 phén:

-S4 tién tam tmg da duoc thanh toan theo bang dudi déy:

X ‘o A A
Dién giai SO tién

A B

1.S6 tién tam tng

1.86 tam tmg c4c ky trude chua chi hét
2.S6 tam ung ky nay:

-Phiéu chi sb.....ngay.....

-Phiéu chi s6...ngay... ..

I1.86 tién da chi

1.Chung tir s0....ngay....

2.5
[11.Chénh léch
1.86 tam tmg chi khong hét (I-11)

2.Chi qua s6 tién tam tmg (II-I)

Kinh trinh Ban l4anh dao Cong ty xem xét, quyét dinh.

Tran trong.

NGUOI PE NGHI TP/TBP BP.KE TOAN GIAM POC




