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Thgc hiQn Hudrng dan s6 47/LD-TLD ngdy 3olt2/2021 cta T6ng Li6n
doin Lao dQng viQt Nam vA viQc thyc hiQn quy chti tdi chfnh, tai san c6ng doan
vd chtS do ki5 torin dtii v6i c6ng doan co sd, dugc 5p dung tri ni6n do k6 torin nam
2022. c6ng dodn c6ng Thucrng viQt Nam d6 ngh! c6ng croan c6p tr€n co s&,

C6ng dodn co sd truc thuQc C6ng doan Cdng Thucmg ViQt Nam nghi6n criu
triiSn khai, thgc hiQn.

(Gthi kdm: sao y Hudng ddn 47/HD-TLD ngay 30 thdng I2 ndm 2021)% 
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TONG LION DOAN LAO DONG
yrlryT NAM

56: 47IHD-TLD Hd N|i, ngdy 30 thdng l2 ndm 20Z l

HUoNG pAN
hi$n quy ch6.quin Iy tni chinh, rii sin c6ng tloin
vir eh6 d0 kil tof n tl6i vdi c0ng iloin co s6I

c6n cu Luat c6ng dodn so tzlzol21QH13 ngey za th6ng6 nrm z0t2;
chn ct Nghi dinh so lgl?al.j,lND-cP ngay zt thdng t1 ndm 20i3 ciia

Chfnh phii quy dinh chi ti6t vd tdi chfnh c6ng dodn;

Cdn cil' Di6u lg COng doan ViQt Narn kh6a XII;
CEn cir Th6ng tu s6 107l2Ol7iTT-BTC ngay 10 th6ng 10 ndrn 20fi crta

B0 Tdi chinh vA hudng d6n chd dO ke todn hirnh chinh, sp nghiQp;

cdn cir Quytit dinh s6 2550/eE-TLD ngey 29 thaag 4 nrm 20zt ctta
Eodn Chu tich T,5ng Li6n dodn Lao dQng ViQt Nam v6 viQc thpc hiQn cno a0 tc
todn hinh chinh sg nghiQp h'ong c6c don v! k6 todn c6ng dodn;

can cri c6c quy dlnh hiQn hanh c6 lidn quan d6n cdng r6c quan ly tai
chinh, tdi sdn c6ng doirn;

T6ng Li0n dodn Lao dQng viQt Nam hu6ng d6n thyc hiQn euy chii quan t1r

tdi chinh, tii s6n c6ng dodn vd Ch6 dO kO to6n diii vdi c6ng dodn co sd nhu sau:
^fr.Bg MAy euAN ui rat cHfNH cOr.{c DoAN c0 sO

1. B6 mdy qudn ly ffii chfnh

B0 m5y quan Iy1 tdi chinh cOng dodn co s0 g6m chu tii khoan, k6 to6n r,ir
thu qu!.

Chu tjch c6ng dodn co so ld chii tii khoAn. BOi vOi COng.doan co so'c6
d6ng dodn vi6n, ngudi lao.dQng Chri tich c6ng dodn co s0 c6 thA'ph6n cong Ph6
Chu tich hopc Uy vi6n thudng vU phu tr6ch c6ng t6c tdi chinh ,a tiy quy6n chii
tii khodn,

Ban Chip henh (Ban Thusng vp) c6ng dodn co s& phdn cdng ngu,oi co
nghiQp vu k6 toan lim kiern nhiQm k6 to6n, ki6m nhigm thu qu! c6ng dodn (c6ng
dohn co'so'kh6ng dr.rgc bd tri Chu tai khodn kiOrn k6 to6n; k5 to6n ki6nr thu qLr!),
pOi vOi cdng cloan co' so' co t6 chr-rc bQ m6y k6 to6n (c6 2 kd toinvi€n rro 10n),
Ban ChAp hdnh c6ng dodn co s<v phAn c6ng nguli ldnr nhidrn vu k6 to6n trr-rong.
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c6ng doan b0 ph+n ph6n c6ng 01 Uy vi6n Ban ch6p hdnh c6ng doin b$

phan trgc ti6p phq trdch c6ng t6c tii cliinh dd t6 chirc thu, nQp doin phi; thanh

quy6t to6n c6c khoin chi ti6u v6i cdng dodn co sd theo phdn c6p cua c6ng doan

co s&.

2. NhiQm vg cfia bQ mriy quin lf tni chinh cdng tloin co s&

- Lap dU toan thu, chi tii chinh c6ng dodn co so giu vdi chucrng trinh, k5

ho4ch ho4t dQng hing n5"m trinh Ban Chf;p hinh (Ban Thulng vu) cdng doin co

sd th6ng qua, b6o c6o cdng doAn cAp tr6n xdt duyQt.

T0 chrlc thgc hign dr,r to6n: Edn d6c doin vi6n dong doin phf; cTdn d6c

co quan, tO chilc, doanh nghi€p dSng kinh phi c6ng dodn; xdy dqng Quy chO thu,

chi, quAn ly tdi chinh, tdi sAn nQi b0 cira cdng dohn co so trinl-r Ban ChAp hdnh

c6ng doan co sd ph6 duyQt; tti chric chi ti6u phqrc vu hopt dQng cia c6ng doAn co
,x

ss theo hu6ng d6n cira Tdng Li6n dodn vi Quy chO thu, chi, qudn lf tdi chinh,

tdi sdn nQi b0 cita c6ng doan co sd. Doin phf cdng dodn do tri trudng c6ng dodn

tryc ti6p thu vi nQp cho c6ng dodrr bQ phan ho{c cdng dodn co so. Truong hgp

thu doin phi qua lucrng, c6ng dodn co sd quy dinh viQc nQp tiAn doiri phi dd thu

cho cdng dodn co s0 theo dung quy dinh.

- Lim 96ng t6c kti todn: l4p chirng ttr thu, chi; mo s6, ghi sO kii toan; lip
b6o c6o quytit to6n thu, chi tii chinh hing n6rn trinh Ban ChAp hinh (Ban

Thuong vg) c6ng doan co s0 th6ng qua dti gili 16n c6ng dodn c6p trdn.

- Luu trir chimg ttr, s6 k6 to6n, b6o c6o tdi chinh, rhqc hiQn bAn giao k6
todn khi thay doi chu tdi kho6n, k6 to6n, thir qu!; hu6ng dAn nghiQp vg cho
mang ludi tii chinh cria c6ng dodn co s& (bQ ph6n, t6 c6ng doAn).

- Cung c6p tii lieu kC todn phirc vp c6ng t6c kiiim tra c6ng dodn ddng cAp,
cdng dodn c6p tr6n, cria co quan thanh tra, ki6rn tra, ki6m to6n.

II. CONG rAc QUAN Iy rar CHiNH, TAI SAN cue cONc
DOAN CO SO

1.L{p btio crio dp.toin, quy6t to6n thu, chi tii chfnh ;

Cdng doin co'so l?p b6o c6o dy todn thu, chi tdi chinh c6ng doin gin v6,i
chu<r.ng trinh, k6 hoqch ho4t dgng hlng n6m theo rnAu s6 st+-il_,p; 86o c6<r
quyrlt to6n thu, chi tdi chinh hdng ndm theo m6u sO 807-TLE. Thdi gian gui b6o
c6o dg toan, qryet to6n l6n c6ng doin cAp tr6n rheo quy dlnh cua l-i6n doan Lao
dQng tinh, thdnh ph6; C6ng dohn nginh Trung uong vd. tr-rcyng du.o1g; C6ng dodn
Tdng c6ng ty trgc thuQc TOng Li6n doin
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Li6n dodn Lao d0ng tinh, thdnh ph6; c6ng dodn ngdnh Trung uong vd
tuong duong; c6ng dodn T6ng c6ng ry trpc thu[c T6ng iie* doa, dugc quy
dinh cho cdng doan.co s0lpp bio cilotdi chfnh l n6m 1 Ia;. 

- -:-

3. C6ng khai tii chfnh

C6c n6i dung vd c6ng khai tii chinh tpi cOng dodn co s6 thgc hiQn theo
hudng dan vo cong khai tdi chinh c0a Tting Li'6n dodn Lao dQng viQt Narn.

4. Qufln Iy tii s6n

Tii san do co quan, tr5 chric, doanh nghiQp c6p, cho mugn hoflc do c6ng
doAn cs s'& mua s8m, c6ng dodn co sd phni m-6 s5 theo d6i gi6 tri ud t iqn uat, t6T
tu'gng duoc giao qudn li tai sAn...

ptii vol tdi san co quan, t6 chric, doanh nghigp cho mugn khi kh6ng c6
nhu cAu sir dyng phii tri lai.

Boi voi tdi s6n do c6ng dodn co s0 mua s6m, ducr" .6p khi thanh lf,
chuytin nhuo.ng phai thgc hiQn theo.c6c quy dlnh cria Nhi nu6c ,6 il; i)r;

thuydn nhusrrg tei san. so tiAn thu v6 rhanir iy, ,t uye, Jugrr ret sdn dugc ghi
thu tdi chinh c6ng doan co s6 sau khi tril chi pni ve thanh f, chuycn ,rr"i"s
(ntiu c6); d6ng thcri ghi gi6rn giri tri tai s6n tr6n s6 iheo doi.

C6ng dodn cs sd thp'c hiQn ki6m kE tdi s6n theo quy dinh vA ki6m k6 tdi
sin cria Nhd nu6c vd cta T6ng Li6n dsin.

5. Quin lf fi6n gri,i ng6n hAng, qu! ti6n m{t
c0ng dodn co sd phai rno tdi kho6n rpi kho bac, ng6n hdng d6 quan ly,j:, qyi ctia cdng doan co s6'. Kti to6n 

"ong 
doao co sCI ph6i ghi ch6p kip tho.i

ddy du c6c nghiQp vu rlu, chi qua kho bac, ng6n hdng uao uo trrro aoi ti6n g*i
kho bgc, ngdn hdng (M6u sri St Z-H).

Trulng h9 p c6ng dohn co so. str dpng tdi khoan cria chuy6n p6n d6 quan
ly tdi chinh cfia c6ng doin ccr scr, k6 todn c6ng doan do k6 to6n cta chuy6n m6n
ki0m nhi$m. Chri tlch c6ng doan ccv s0 quyiit dinh cdc khoin thu, chi cira c6ng
doin c<v sd theo quy dinh cria TOng Li6n doin , c6c chirng tu' thu, chi phai sao
lpc ri6ng lirn cdn cri do ghi sd k6 to6n, ipp b6o c6o quy6tio6n, lryu trfr vd phuc
vu cdng tdc thanh tra, ki6rn tra, ki6rn to6ntheo dtng quy dinh .uu Xfra nu6c vd
cria Tdng Li6n dorin, -

- MAi c6ng dodn co's6 chi dugc td chiic mQt qu! tidn mat d6 phuc vu thu,
chi tdi chinh c6ng dodn vi c6c khoan thu, chi khSc cfra c6ng dodn co: so. C6ng
dodn cs s& c6 th6 sir dung thu qu! co quan, t6 chu'c, doanh--nghigp ki6m nhiQm
thfi qu! cdng doin cs s0. :

Thu qu! c6ng doiin co sd co tr6ch nhiQm quan ly thu, chi, t6n qu! tiAn
rn[t. C6c khoan thu, chi ph6i lQp phlcu thu, phi6u chi hqp ph6p vi dugc gr.,i aAy
du, kfp thoi vdo sd qu! tiAn m{t (MEu ro sii - H). cu6i trra"g phei lap ia" .a1
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ttin qu!. SO au t6n qu! tiAn rnqt ttii da theo Quy ch5 thu, chi, quAn ly tdi chinh,

ii san cta c6ng doin co s6.

Einh k! hdng th6ng ho+c d9t xu6t c6ng doan co s0 ph6i ki6m k0 ton quy

tiAn m[t. Thri qu! ldm thdm hpt, chi sai ph6i bdi thuong hopc chiu tr6ch nhiQm

trudc ph6p lu4t.

III. CONG TAC rN rOAN CONC DOAN CO SO

1. Nguy6n tic chung

- COng dodn co s& thpc hiQn kri toan ghi don (khdng O6i 0ng tiri khodn).

Trulng hqp cic CDCS c6 t6 chirc bQ mfy k6 to6n thyc liiQn ch6 d9 kA todn theo

Hu6ng d6n s6 }}IID-TLD ngiy 29rc412021 cria Tdng Li6n cloin vA thuc hiOn

cna Og fti toan hinh chinh, sg nghigp trong c6c don vi k5 to6n c6ng doirn. '

- C6c khoAn thu, chi tii chinh c[ra c6ng dodn co s& phAi dugc ghi chep,

phin 6nh dAy dri, kip thdi vdo sO t<ii todn. Kii to6n phii tuAn thu quy dinh cua

Luat Kti to6n, cirii AO k6 to6n dcrn vi hdnh chinh sg nghiQp vi quy dinli cua T6ng

Li6n doin v6 chimg til kt5 to6n, rO t 6 to6n, b6o cito tii chinli, bdn giao k6 todn,...

- Nirn tdi chinh th 01/01 - 3l/12 hang ntun. Eon vi ti6n tC ghi sO k6 todn

ln E6ng ViQt Nam. EOi vdi nhtug cdng doAn co sd m6i thAnh lfp, nhn tii chinh
-ld6u ti6n cua c6ng doAn co sd m6i thdnh lqp duqc x6c dinh tu tho{ di6m thdnh
lAp dOn ngey 31112 cua ndm d6.

2.Quy clinh cU tho

2.1. Chri'ng til kG todn

a) Lflp chimg tri k6 tuln: C6c kho6n thu, chi tdi chinh ph6t sinh tai c6ng
doAn co s0, k(i todn cdng dodn co s& ph6i l4p chring tir k6 todn. Chilng tu k6 to6n
chi iQp I lAn cho mdi nghiQp vg kinh 15, tdi chinh ph6t sinh. NQi durig chung tu k0
todn ph6i diurg v6'i nghiCp vp kinh t6, tii chinh; chir vi6t tr6n chung tt kt5 to6n
ph6i 16 rdng, khdng t6y xoa, sri'a chta, kh0ng vi6t t6t, s5 ti€n vit5t bang chil'ph6i
khdp vdi sO ti6n vitit bing s6.

C6c khoin chi mua hing h6a, tii s6n cia c6ng dodn co' so' phai dAm bAo
quy trinh,rua sim vd c6 h6a don tai chinh theo quy dfnh cua Nha nir6c. OOi vo'i
c6c khoAn thu6, mu5'n tdi sAn phuc vr,r ho4t dQng cira cdng clodn co so nhr.rng
khdng c6 hoa dcvn tAi chinh phii c6 hqp d6ng thu€ mu6'n, thanh ly liqp d0ng
nguoi.dugc giao nhiQT vu phAi b5o c6o chfi tdi khoin xern xdr, phd duy€t, k1i
hqp ddng thu6 raunl ci6 thyc hiQn. ' ' ' :

b) Ili chri'ng tn'ke todn: Chfing tu kti to6n phAi co dii cht lcy ctra c6c chri'c
danh theo miu bi6r.r, chung tu quy dinh m6i c6 gid tri thuc hien Lqp va ky
chfi'ng t* ke to6n bing brit bi, brit rni,rc; kh6ng ldp vi ky chung rt.kc toir-, bang
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muc d6, biit chi ho{c kh6c d6u. ky si1; chimg tir ky trmg li6n; chii ky tr6n chrtng
ilr ki: toiin crha I ngudi phei th6n! nhAi. 

Q . --r -

c) Danh rnr,rc chung tu kti to6n

d) MAu chimg tu'bat buQc vd phucmg ph6p lap (kdm theo php luc sri ot 1

2.2. 56 ki! to6n

s6 t<6 to6n cho I ki kC ro6n narn. K6
gi6p lai, qr.ran ly, ghi sO te to6n rheo

a) Mo sd k6 toan

SO t<C toan phii mo vio dAu k! kd to6n ndm; d6i v6i c6ng dodn co so inoi
ttiAnh l4p, sO t<C toan phdi mo tir ngiy thdnh lflp.

b) Ghi s6 k6 to6n ;

- Kli to6n crn cri'vio chimg trl kc todn hqp phap d6 ghi so te to6n. Kh6ng
dyng muc do, chi do ghi so kti to6n. chfr vi6t 16 rdng, li6n tpc, co hQ th6ng, kli
h6t trang phai cQng trang d6 mang sang dAu fang rui't c ticp; i.t i sua chfi,a ph6i
theo dring phuo'ng ph6p quy dinh cria Lu4t Ktl to6n.

- Circ khoAn thu, chi hoqt dsng c6ng doan ghi s6 thu, chi tdi chinh cira
cdng doin cty s6'(rnAu sO StZ-f"i,O;.

M5i c6ng dodn co sd c6 I hg tht5ng
to6n phii rnO s6, ghi s5, kh6a s6, d6ng d6u
quy dlnh cua Ch6 d9 kC to6n HCSN.

5

TT T0n chri'ng tir s6 trigu Ghi chri
I Phi6u thu C4O-BB MAu bit bu6c
2 Phi€u chi C41.BB MAu bat buQc
a) Gi6y de nghi rlngto6nthanh tam C43.BB

4 Bi6n lai thu tiAn C45.BB MAu b6t bugc
5 B6ng thanh todn php c6p c6n bQ c6ng dodn. CO5.HD
6 Bi€n bin ki6m qu! ti6n rn6t C34.HD

Bdng en ngudi dtr h0 Q hud:rchike ti cho th6o p C4O.HD
6 Phi6u thhrn h6i dodn vi6n Cl1-TLD
I Gi6y de nghitrq cAp kh6 kh6n CIz.TLE
10 Quytit dlnh trq cdp kh6 kh6n C13.TLD
11 Giey d,i nghi d6ng KPCE C16.TLE
12 Bin x6c nhpn vd viQc d6ng KPCD Cl7.TLE
13 Bi6n b6n bdn giao tdi chinh c6ng dodn C18- TLE

Mdu bit bugc
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- C6c khoAn cdng dohn co s6 huy d$ng thu,.nQp qu! xd hQi tu'thiQn khi c6

vin ban k€u ggi hoac cho phep cira c0 quan c6 thim quyAn (Uf ban TW MTTQ

Vi$t Nam, TOng Li€n doin, Qu! xd hQi tu thiQn thdnh l.fln tt'teo, quy d[nh cria

ph6p 1u4t) tr€n nguy6n tic ty nguygn ... phiLn Anh vdo s6 chi ti6t theo ddi cAc

kho6n phAi tri (m5u st5 St8 - TLD) vdhdng n[m lflp b6o c6o thu, nQp qu] xi
hQi tt thiQn v6i Ban Ch6p hinh (Ban Thuung vq) c6ng doAn co so"

c) Kh6a s6 kC to6n

CuOi tci k6 to6n, kti to6n C6ng doan co s6'ki6m tra d5i chi6u gifra c6c s6

k6 to6n, kh6a sO i<i5 to6n d6 cung c6p sO tieu lap 86o c6o Tdi chinh.

d) Danh msc s6 k6 to6n

TT nAAlen so Sii trigu

1 56 qu! tiAn mpt SIi-H
2 SO tiAn gui ngdn hing, kho bac (niiu co) S 12-H
a) Sd thu, chi tdi chinh c6ng doin co s0 SB2-TLE

4 Sd theo d6i TSCE, CCDC (n6u co) S26-H

5
36 theo ddi c6c khoin phii thu (t7m irng, diu
tu tdi chinh, phii thu khdc) (ntiu c6)

331-H

6 Si5 theo ddi c6c tchoin ph6i tri (n6u co) Sl B.TLE

7 SO dodn phi SB 1-TLE

e) MIu vi phuong ph6p ghi sd (kdm theo Phr,r lpc sO OZ)

2.3.B,6o c6o thi chinh

a) Danh mgc b6o c6o tAi chinh

TT TOn b6o cr{o 56 hiQu

I 86o c6o du todn thu, chi TCCE B 14-',llf)
2 86o c6o quyiit todn thu, chi TCCD BO7-TT E

b) MEu, phuong phdp l4p (kdrn theo Phg luc sii O:; 
"

2.4.K6'to6nviI6pbioc6othu,chiho.1teI0ogxnhQi.

cong doin co s& kh6ng dugc tr,r t6 chirc huy dOng dong gop cr-ra dodn
vi6n, nguli lao dQng cho c6c hoat dQng xE hQi, tri'thiQn.

^x.DOi vdi c6c noi dung huy dQng d6ng g6p do uy ban Trung uong Mat tr-4n
Td qu6c ViQt Nam ho{c T6ng Li6n doAn Lao dQng ViQt Nam va cdc to .t,*c xa
h$i tti thiQn dugc plr6p theo quy dinh cua ph6p lu{t k6u gqi d6iig g6p cho c6c
hoat d$ng xd hOi, tir thiQn nhu: ing hg vung bdo lgt, thi€n tai, hoa hoan, c6c qu!.
xd hQi cdra c6ng doin, h6 tro cdn b6, cdng chilc, nguoi lao cl6ng tai co- qlran,
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doanh nghiQp bi tai nan lao dOng, tai npn nii ro, bi bgnh hi6m nghdo, benh tat
kdo ddi, gia dinh bi thi6n tai, h6a ho?n phai thgc hiQn theo dring huong d6n, quy
dinh cria ph6p luft vd cira c6ng eoan cdp rr€n, d6m b6o nguyl ta. iu nguyQn
tham gia cua doan vi6n vi ngudi lao dQng. so tien thu dugc vd s6 chi ra.(n6u
CECS duqc riy quy€n chi) ke to6n c6ng dodn phan Anh dAy dir vdo s6 theo d6i
c6c khoin ph6i tr6, chi ti6t theo timg lopi qu/ huy dgng. Cuoi n6m lap b6o c6o
thu, chi c6c lopi qu! huy dQng vdi Ban Chep hanh (Ban Thucrng vir) c6ng doan
co sd vd c6ng khai di5n d6i tugng huy dgng, c6ng khai tpi HQi nghi t6ng ktit hopt
dQng e6ng doAn hdng n5m cria don vi.

2,5. Luu tril chfrng tir k6 toin.

Tdi IiQu kti todn phii luu trfr it nhdt 10 ndm g6m: Chring tirl<6 toan su
dr,rng tru'c ti6p d6 ghi sO te toan vd lap b6o c6o tdi chinh, bi6n bAn ti6u hiry rdi
liQu kti todn luu trfr' vd tdi liQu kh6c c6 li6n quan dtin ghi sO te rodn vi lpp b6o
c6o tAi chfnh; tai 1i0u t<6 toan li6n quan d6n thanh ly, nhugng bdn TSCE, tdi liQu
k6 to6n vt b6o c6o quy6t to6n v6n dAu tu XDCB hodn thanh, tAi lipu kii toen [Cn
quan d6n thanh l$p, s5p nhdp,... ctra dcm vi ki5 to6n, k6t luqn thanh tra, ki6m tra,
ki6m to6n cta co quan c6 thAm quyAn.

Ti6u hty tii liQu k6 to6n: Tdi liQu h6t thoi hpn iuu trt dr-rgc ti6u huy. Chu
tdi khoin thdnh lQp HQi dOng ti6u huy tni ligu kti to6n, HQi d6ng ri0u huy lpp
danh rnlrc tdi liQu ti.€u hty, Bi6n bin ti6u huy tdi IiQu k6 to6n fret tnO'i han ti0u
huy tru6'c khi ti6u hriy.

2.6. Birn giao tii chinh.

a) Ban giao tdi chinh khi thay aOi ctrtr tdi khoAn, k6 toan, thu qu!.

- Khi thay ddi Chu tich C6ng doln co so (Chir tdi khoin) kr5 to6n kh6a s6

kti to6n vi lap bi6n bAn bin giao tdi chinh cho Chtr tich c6ng doan rn6'i, Trong
truong hcr. p c6n thitit, UBKT c6ng dodn dting cdp hopc c6p tr€n xem xdt, t0 chuc
ki6m tra quirn ly tdi chinh, tAi si.n ctra c6ng doin co s6'ni6n dQ li6n kA thoi ditim
thay d6i chir tdi khoAn Ae nm co's& bin giao.

- Khi thay d6i kt5 to6n phdi kh6a sO t C to6n vd lQp bi6n bdn bin giao tdi
chinh cho k6 todn rn6i (bao g6m ci chirng tir, s6 k5 to6n, b6o c6o; dq to6n, quy6t

to6n thu, chi).

I(hi thay AOi fnu qu! phAi lqp biOn bin bin giao qu! cho Thri qri! rndi.

tr) Bdn giao thi chinh khi C6ng dodn co so'giAi th0.

- Cdng dodn co s6' quytit todn thu, chi tai chinh den thoi di6m ket thuc
hoat d6ng.

- l.f0p b6o c6o quyet to6n tlru, chi tdi chinh, tich liiy tdi chinh (SO du c6c
- ..1 ..;. ^ r aqu! tiOn mdt, ti€n gri'i ng6n hAng, Kho b4c, sd cdn ph6i nQp c6p tr'6n, sd c6p tr€n
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cdn ph6i cdp) d6n thoi di6m kiSt thirc hopt dQng, con d6u cho c6ng dodn c6p tr6n
r rA 

^dugc phen cAp quan li tei chinh c6ng doAn co sd (lflp bi6n bin kj'nhan cira d4i
dign bOn giao vd b6ir nhpn)

2.7.Ydsfr drlng phAn mdm qu6n Iy tni chfnh, tiri sin cdng dohn co'so'

-lT6le Li6n dodn Lao dQng ViQt Nam xdy dirng vd hu6ng dAn thr,rc hign
th6ng nhAt phAn mArn quAn li tei chinh, tdi s6n c6ng dodn co s6'.

rv. T6 cHUc THVC HrEN

1. Hudng d6n ndy thay tht5 Hu6ng ddn si5 270/HD-TLE ngdy 1t/312014
cira Eoin Chu tich T6ng Li6n dodn Lao dQng Vi6t Narn v6 thpc hiQn qr,rAn lli tdi
chinh, tii sin c6ng doan vd ch5 dQ kd to6n d6i vdi cdng dodn co sd vd dLro'c 6p
dung tt'ni6n d9 kC to6n n6rn 2022.

2. Lidn dodn Lao dQng tinh, thenh ph6; c6ng dodn nganh rrung uong va
ty*g duong; 96rg doan Tdng c6ng ty trgc thu6c T6ng Li6n dodn; c6ng dodn
c6p tr6n trgc titip ccr sd c6 tr6ch nhifm tri6n khai hu6ng d6n d6n c6c c6ng doan
co s6 thuQc pham vi qu6n l;i trgc titip.

TrCn ddy.li huong ddn thuc.hiCn quy ch6 qu6n li tdi chinh, tdLi sAl cdng
dodn; cfre AO k6 to6n 96og dodn dtii vOi c6ng doan co' s0. Trong qu6 tr.inh thuc
t.A A ,hi6n nOu c6 vudng m6c, cdc dcrn vf phiin 6nh vO Ti5ng Li€n dodn (qua Ban Tdi
chinh) d6 duqc huong d5n.

,t,

No'i nhQn:r{fy'
- Thucrng trpfDCT 1de uicl;
- C6c LDLE tinh, thdnh ph5;
- C6c Cdng doan ngdnh TW vd tuorg
dqong, C0ng dodn TCTy tryc thuQc TLD;
- Uy ban Ki€m tra TLD;
- Luu: VT, TC.

-b

TM. DO
PHO

\r,

AN CHU TICH
CHU TICI{

VIn Anh

1-A o\{ s
sAfq

THUNS
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SAN

SHAP

LAO

q
e

.irJ

(Kdm theo Hudng
qudn ly tdt chlnh, tdi

I. MAU CNTINC rU'

M6 QHNS:

H9 vd t6n ngudi nQp ti6n

vc
30/t2/ 2022 v€ thryc hiQn Quy chi!

dO ke ndn diii vdi cdng dodn co so)

cs6or
nnAu CHTNG TII KE ToAN

Mdu sii: C40-BB
(Ban hdnh kim tkeo Thdng w sti

107/2017/TT-BTC ngdy l0/1A/2017 cia 80.
Tdi chinlt)

PHIEU THU
Nsdv thdng ......ndm. Quy0n s0: ..,..

s6
N
C6:

Eia chi
N$i dung:
Sd ti6n: ... (loqi ti6n)
(vi€t bing ch*):
Kdm theo

rntr TRUONG EoU vI
(Kj', h9 ftn, ddng ddu)

Dd nhan dri s6 tiAn: - Bdng s6:
- BAng cht: ........

NGU'fi NqP
(Kit, ha t€n)

KE TOAN TR{.TONG
(Kj,, hp ftn)

NGTIOI L4.P
(Ky, hp t1n)

NSdy .....thang... ... ndm
THU QUt
(K!,, hp tLn)

+ T1t gi6 ngopi tQ:

+ S0 ti0n quy dOi:
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M6u s6: C41-BB
(Ban hdnh kim theo Thdrtg tu'sd

107/2017/TT-BTC ngdy 10/10/2017 cfia B$

Tdi chinh)

PHIf,U CHI
Nedv thdng ... ,..ndm... .,. ... Quyrln s6:...

S6

Dia chi: ..

NQi dung:
SO tiAn:,,;.,: ,-,
(vrei oang cnu]

(lo4i tidn

Kdm

THU TRIIONG EON VI
(Ky, tq ftn, ddng ddu)

Ed nhan dt sd ti6n: - Bing s6:
- Bing cht: ........

THtI QUY
(Ky, hq t€n)

XT TOAN TRIJONG
(Ky, hp ftn)

NGTIOT L+P
(Ky, hp ftn)

Ngdy ....,thdng... ... ndm .,

NGU'fi NILIN TIEN
(Ky, hp ftn)

+ T5t gi6
+ SO ti0n

ngopi t$
quy d6i:

l0

Eon vi:
MaQHNS: ......

Ns:
C6:

Hg vd tOn ngudi nhfln tiAn: r;...............



Don vi:

Ma QHNS: .. ...

M6u s6: C43-BB

(Baru hdnh kim theo Th6ng tw sri IOZ/2017/TT-
BTC ngdy I 0/l 0/20 I 7 cila B0 Tdi chfnh)

GrAY nr Ncul THAi\H TOAN TAM trNG

Ngdy.....thdng ... ...ndnt,.. ... ...

- SO ti6n thanh todn theo dudi

THU TRUONG
DoN VI

(Ky, hr2 ftn)

KE TOAN
TRI,TfrNG
(Kj,, hq ftn)

KE TOAN
THANH TOAN

(Ki'' ho tAn)

NGUor nt UCul
(K!;'' hQ ftn)

t.

sii tiAn-.turen grar

iA

I. 56 tiAn tam ring

1. Sd tqrn ung c6c kj, trudc chua chi hiit

2. Si5 tarn ung kj,niy:

SO thua t4rn irng d0 nghi nQP tr614i

ngay

hu

h

1.

s

Chirng so

56 thi6u dA nehi chi bO suqL

- Phi€u chi sd

- Phi€u chi sd

ngdy

ngdy

II. SO ti0n de nghi thanh to6n

il

r.t I .r'.'



Eon vi: . ... ..

MaQHNS:.....

M6u sii: C45-BB
(Ban hdnh kdm theo Thdng tu'si| 101/20 t7/TT-

BTC ngdy t0/10/2017 crta B0 Titi chinh)

BION LAI THU TIT'N
Ngdy.....thdng .., ...ndm.,,'.

Quy6n s6:. ..

S6

(vi€t bing chft):

(loai tidn)

NGTIOI NQP TIEN
(Kj,, hq ftn)

BQ ph$,n:

KE TOAN
(K!, hp.t€n)

NGLTOI THU TIEN
(Ky, h9 ftn)

Mdu s6: C05-HD

sANc rHANH roAN PHU cAr cAru Eg cONG DoAN

. nam...

TOng sd ti€n (Viiit bdng cttfi)

TM. BAN CHAP HAN}I
(DuyQt)

Sii tien phq cfpSTT IIg vir t6n

I -S-rt'gl-IA B C

Cht(c vq

t2



Miu s5: C34-HD
COng doin cip ff6n

BrtN rAr* KrEM x0 quY rrtN MAr
H6nt nay, ngdy ,..thdng... ndm .,.., vdo hit... gid'... phtit.

Ban ki6m k0 bao gdm:

Ong/Bi:

OnglBi:

Tht

- Ly do: + Thta:'..,

+ Thi6u: ...

- Kdt lufln sau khi kiOm qu!:

Dqi diQn:

Kt! to6n:

Tru(mg Ban

uy vren

vlen

K6 toan
(Ki, hp t1n)

Thii quf
(Ky, ho tQn)

Ngud'i chlu trrich nhi$rn ki6m k0 quf
(Ky, ltp t€n)

STT Di6n gi6i 56lu'qng (t&)

A B 1 1

I Sii au theo sii qui x
II Sii tri6m k0 th$c t6 x
I - Loai 500.000d

2 - I.opi 200.000d

3 - Loai 100.000d

4 - Lopi 50.000d

5 - L.o4i 20.000d

6 - Loai 10.000d

4

ilI Ch6nh l$ch:

IJ

SO tiAri



Mfiu s6: C40-HD

BAI,TG rt cnr TI$N CHO NGUO'I TIIAM DU HQI THAO, TAP HUAN

NQi dung hqi thdo (t+p huln):

Dia diOm hQi th6o (tflp hu6n):

tt ... t...1...,. d6nThbi

T, SO

thio

3

tham dg:

sO ti0n dE chi

TM. BAN CHAP HANH
(K!, hp ftn ngu'di duy€t)

Ngay ,...tlzd.ng .,, ndnt
NGUor rHrlc HrEN

(K!', kP Gn)

MAu s6r CII-TLD

chfr)

Cdng cloin:

Hg vi tOn ngucri thdm hdi

Hg vd tOn ngudi duqc thdm h6i

Li do thdrn h6i: ....

Sd ti0n:. ... .

(Bdng chrT:

PHIEU THAM IIOI EOAN VTTN

Ngdy ,.. thdng ... ndm ...

TM.BCH Cdng dohn co's6'

(DuyQr)

TM. T6 c6ng tloin
(Ky, hq ftn)

Ky nh{nChrric vg Don viSTT H9 vi t6n

71A B C

c0ng

l4

sd tiln



c6ng iloin: ""' 
-- * -- -.i. --^-- 

M6u sii: c12-TL

crAv DE NGHr rRo cAp rno xsAN
C6ng dodn b0 phfln (Td c6ng dodn):...,.

D€ nghi trq c6p kh6 khin cho:..

Lf do trq cAp kh6 khdn:. .....,.

S6 tien d6 nehi trg cdp:............

B[ng cht

TM. BCH CD C(} SO' TM. CE BQ PHaN

T6n clon vi:

Nrri nhin:
- Nhu Di€tt 1;

- Lmr CDCS.

Ngiy.....,..th6ng,.....nim,.....

T},I. TO CONG DOAN

56: ......./QE .., ngAy ... thdng .;. ndm

QUYET DINII
vt vIEC TRg cAp KIro xnAn

BAN CHAP HANTT CONC DOAN CO SO

- CAn cri Quytit dinh s6..../QE-TLD ngiy .,.1.../.... ciraT6ng Li6n doin

Lao dQng ViQt Nam vd vigc ban hdnh Quy dinh thu, chi, qu6n li tei chinh, tii
sin cOng dodn c0 ss.

- CIn cri'quy chi5 chi ti6u cria C0ng doin co sd.

Theo dC nghi cua ...

QUYET DINH i
Dilu 1. Trg c6p kh6 khin cho: ... ngubi; mirc trg c6p: .../nguoi. Tdng s6

tiAn ld: ... cl6ng (co danh sdch kdm theo).

EiAu Z. Cdc c6 nh6n c6 tQn tqi EiCu i, bQ phQn tdi chinh c0ng dodn co so

c6 tr6ch nhiQrn thi hinh Quy0t dfnh niy.

MAu sii: C13 - TLD
CQNG HOA XA HQI CIIU NGIIIA YIPT NAM

DQc I$p - T$ do - Hgnh phric

TM. BAN CIIAP H.A.NH

(K! ftn, ddng ttdu)
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C6ng tloirn cdp tr6n: ..,............
C0ng tloirn: ....,..........

M6u s6 cro-rlo

crAY nt Ncul
o6NC KINII Prri CONG DOAN

Kinh gtri

C6n cir Ng.ry dinh si5 1914{E-CP ngiry 2111112013 cira Chinh qlfr qY{

. d6ng kinh ph( c6ng doin th6ng (quy) nhu sau:

- SO t<inh phi c6ng doin ph6i d6ng k)
.sounrrphic6ngdodncdnthi6ud6ncuoith6ng(quy)trr'r6c:

- T6ng s5 t ioh phi c6ng dohn dcrl vi cdn phii d6ng:

E'0 nghi... d6ng kinh phi c0ng doan cho cOng dodn ccr so theo s6 ti6n n6u tr€n.

..., ngdy ... thdng .... ydru..
TM. BAN CHAP HANI[

CHU TICH
(K1) t€n, d6ng ddu)

Mfru.ii ctz - TLE
C0ng doln cdp trdn
C0ng tloin: .....r.t...i.,.........:.....

BAN XAC NHAN
YE VIEC DONG KINH THi COXG DOAN

Kinh gui

Cdn.cri.Nghl dinh sd 191AIE-CP ngdy 2llll/2}13 cira Chinh phr-r quy
dinh chi ti6t v€ tdi chinh c6ng dodn. C6ng doin ... dd nghi ... x6c nhfln rC ,i9"
d6ng kinh phi c6ng doan n5m ... cfra don vi nhu sau:

- T6ng s6 lao dQng:

- T6ng quf tiAn lucrng ldm cdn cir d6ng kinh phi c6ng doin: .; r;...

- SO t<infr phi cdng doirn dd d6ng:

- 36 kinh phi cdng doAn cdn thi6u

...,ngdY -...
TM. BAN

thcing .... ndtn
CHAP HANHXric nh{n cria do'n vi

Kd to:ln tru&ng Gi6m tliic
(Ki, hp ftn) (W r\n, ddng ddu)

Chfi tlch
(Ky ftn, d6ng.dau)

t0



C6ng doln: ..... Mflu sii: C18 -TLD

cONG HoA xA ugr cHU NGH1A vqryT NAM
DQc Ifp - Try do - HSnh phlic

BIEN BAN
BAN GIAO TAI CIIiM{ C6NC EOAN

CEn cit
HOm nay, ngiy ..,.. th6ng ..., nim ...,. tai ...... ti6n hdnh bdn giao cdng t6c

tdi chinh c0ng doan cdp .,.......

A. TIIANH PHAN i .

f. BGn bin giao:

1. E6ng chi:.......

2. D0ng chi: ......

II. BCn nh$n birn giao:

l. Edng chi:......,

2.Edng chi: ......

III. Chrfrng ki6n bln giao:

1, D0ng chi:.......

2. Ddng chi: ......

B. NQI DUNG BAN GIAO:

1. Bin giao quf ti6n m{t, sii du tiiin gfrt ngffn hirng, s6c, sd clu cliu tu
tlri chinh ctia .. !,,. ! .

2. Birn giao sd li$u kti todn:

Bi6n bfin dugc thdng qua nQi drng vd mqi ngudi d6u thOng nh6t ky tOn

Bi0n ban dugc lflp thdnh ..... b6n . '...
Todn bq h6 so bdn giao dugc l$p thdnh .. . '. b0.

gtl,r GIAO rtx NHAN

l1

CHTI}{G KIEN BAN GIAO



rr. HrIoNc oAN LAp cnrlxc rrIBAr BUgc
pnlEu rrru

(Mfru sii cta-naS

I- Mgc tlfch

Nhim x6c dlnh st5 tiAn m{t, ngopi te thrrc tr5 nhgp qu! vi Lim c6n cir d6
thti quf thu ti6n, ghi s6 quf, k6 b6n ghi sO t 6 to6n c6c khotn thu c6 lidn qLran.
Mgi khoan ti6n viet Nam, ngopi tQ nhdp qu! d6u ph6i lpp phi0u thr-r. E5i v6i
ngo4i t$ trudc khi nhgp qui ph6i dugc ki6m tra vd ldp "Bing k6 ngo4i tQ,, dinh
kdm v6i Phi6u thu.

2- Phmrng phip lgp vi tr{ch nhigm ghi

PhiSu thu phii d6ng thdnh quy6n, sO pirieu thu ph6i d6nh 1i0n rqc trbng 1

ky k5 to6n.

G6c trdn, b€n tr6i cria phi6u thu phii ghi rd tdn dcrn vi, mf, don vi sir clurig
ngdn silch

Ghi rd ngdy, th6ng, nflm lflp phitiu; ngdy, rh6ng, n6m rhu tidr:.

- Ghi rO hq t6n, dia chi nguli ngp tiAn.

- Ddng "Ngi dung": Ghi 16 ngi dung nQp tiAn.

- Pdne "s6 ti6n": Ghi s6 tiAn npp qu! bing s6 vi bing chff, ghi r-6 ctcrn vi
tinh la d6ng Vigt Nam hay dcrn vi ti6n tb [fra..

- Ddng ti6p theo ghi chrmg tt k6 to6n kh6c kdm theo phit5u thu.

Kii to6n l6p Phirlu thu ghi dAy dri cdc ngi dung vd ky vdo phi6u thu, sau d6
chuy6n cho k6 toiin truong ,oat xdt, thri truong $* ui ky duygt, chr-ryrin cho rhu
quf lim tht tuc nfrap qu!. sau khi de nhgn ff;6 tien, tni quy gti ,oiien ,rru. ,g
nhap quf vdo Phiilu thu tru6c khi ky t6n. ' J Q

Phi6u thu dugc lAp thAnh 3 li6n:

Li6n 1 Iuu 6 noi lflp phiOu.

Li6nZthii qu! du"ngdc ghi sd quf vd chuy6n cho k6 ro6n cirlg voi chri,ng
tu ke to6n kh6c dC ghi rO fti toln.

Li6n 3 giao cho nguoi n6p tiAn.

Trud'ng hqp nguoi nQp ti6n Id don.vf hopc c6 nhAn 6.bon ngodi don vi thi
li6n giao cho nguli nQp tiAn phdi d6ng ddu dcrn vi.

ChtiJ': N6u ld.thu 1r8o.ai t9 phii ghi rd r! gi6 ngosi t0 t*i thd-i di6rn
nhap qu! dd tinh ra t6ng s0 tie" *r.l do"n"v! aorg fier fu,r, ae ehi ,a.

NCu c6c don vi c6ng doin co' s& khdng bti tri ddr nh6n lr,r:c kt-i todn thi
kc to6n sd rhirc hiQn ky c6-nguo'i lip phicu,ir.e1"i;:" ^"^*" rLtv t\(

l8



PHIfU CHI

(Mdu sii ct*sn1
1- Mgc tlich

Phi6u chi nhim x5c dinh c6c kho6n tiAn m{t, ngopi tQ rhgc t6 xu6t quy
lim c6n cir dd thri qu! xu6t quy, ghi so quf vd kti to6n ghi si5 k6 torln.

2- Phu'o'ng ph6p I$p vn tr{ch nhiQm ghi

. Phiiiu chi phAi d6ng thenh quy6n; SO ptri6u chi ph6i d6nh ii6n tpc trong I

k, ke todn.

' G6c k6n, b€n tai c[ra Phi6u chi ghi rd t6n don vi, m5 don vi sri dpng ngAn s6ch.

Ghi rd ngiy, thdng,n6m l{p Phi6u; ngdy, thing,ndm chi tidn.

- Ghi rd h9 t6n, dia chi nguli nhfln ti6n.

- Ddng "NOi dung" ghi rd nQi dung chi tiOn.

- Ddng "Sd tidn": Ghi s6 ti6n xu6t qu! bing sO hopc bing cht, ghi rO don
v! tfnh li ddng ViQt Nam, hay don vi ti6n tQ kh6c.

Dong ti6p theo ghi sd ho[c 1o4i chung t] ke toan kh6c kdm theo Phi(iu chi.

K6 to6n lflp Phitiu chi ghi d6y dri c5c nQi dung vn kf vio ttlng 1i6n, chuySn
cho k6 to6n trudng so6t xdt vd thii tru&ng don vi ky duyQt, sau d6 chuySn cho thir
qu! d6 xu6t quf. Sau khi nhan dfr sO tidn, nguli nhfln tiAn ph6i ghi s6 tiAn dd nhpn

bdng s6 vd bing chfr, ky, ghi rd hg t6n vdo Phi(iu chi.

Phi6u chi dugc lflp thdnh 3 li€n:

Li6n 1 tuu 6 noi lap phitiu.

Li[nZthri qu! dung dC ghi s6 qu! vd chuy6n cho ki5 to6n ctrng v6'i chu'ng

tu k6 to6n kh6c de ghi sO t<C to6n.

Li6n 3 giao cho ngubi nhfln tiOn.

OOi vO'i li6n dirng clti giao dich thanh toan v0i b6n ngodi thi phii d6ng ddu

cua don vi. 
j

Chfi !: N6u li chi ngo3i te phai ghi rO ty ei|ngopi tQ tai thlijdi6in xuAt qu!
OC tinh ra t6ng s5 tiAn theo don vi d0ng ViQt Nam ghi s6.

N6u p6c don vi cOng doin co so kh6ng bA tri dtr nh6n lUc k6 to6n thi
.tl

kC to6n sC thgc hiQn kf cA ngu&i lpp phi0u vd k6 to6n.

l9
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GIAY DT NGHI TIIANII TOAN T4M UNG

(udu sd cts-nn1

t- Mgc tlich
,r

Gi6y dA nghi.thanh to6n tpm rmg li b*e ligt kO c6c khoin ti6n dd nh4n

tam irng vi c6c khoan chi d€ ngh! thanh toin cria ngud'i nhan tqm tng, ldun cdn

cfi thanh to6n s6 ti6n t4m ring vi ghi sd kt5 to6n.

2- Phuang ph6p I$p vi tr6ch nhiQm ghi

G6c tr6n, bdn tr6i cria Gi6y dA nghi thanh todn t4m rmg ghi rd tdn don vi,
mE don vi sri dung ngdn s6ch. PhAn driu ghi r5 ngiy, th6ng, ndm, ho t6n, bQ phfln

c6ng tdc hopc dia chi cria nguli thanh to6n,

C[n cir vio chi ti6u cria cQt A, ki5 torin thanh torin ghi vio cQt 1 nhur sau:

Phen I- Sd tidn tgm irng: G,5m s5 tiAn t4m irng cdc kj, tru6'c chua chi h6t
. r , i\

va so tam ung Ky nay.

Mgc 1: Sd t4m irng c6c k! tru6c chua chi h6t: Cen cri vAo ddng s5 du t4m
img tinh diSn ngdy lQp phii5u thanh to6n tr6n sO t 6 to6n d6 ghi.

Mpc 2: 36 tam rmg ky ndy: CEn cir vio c6c Phi6u chi tqrn ung dC ghi, M6i
Phi6u chi ghi 1 ddng.

-MUc II- SO tiAn dd chi.' Cdn cit vio cic chimg tu'chi ti6u cua ngudi nh4n tpm
tmg dC ghi. M6i chrmg tir chi ti6u ghi 1 dong.

Mirc III- Sti thrla tpm img dA nehi n$p tri 14i: Ghi sti kh6ng sir dung h6t,
n$p lai don vi.

Mpc IV- SO tfri6u dO nghi chi bd sung: Ghi s6 nguoi lao cl6ng cdn clu'oc
thanh to6n.

Giay dA nghf thanh to6n t4m *ng do k6 to6n IAp, chuy6n cho k6 to6n tr.uo,ng
ho{c ngudi phu tr6ch k5 to6n so6t xdt vi thri trucrng don vi duyQt. Ngu6'i clA nghi
thanh tobn ky x6c nhdn tru6c khi nh0n hofc nQp tri l4i tiAn. GiAy d0 nghf thanh
todn t4m ring kdm theo chimg ttr g6c dugc dung lim c5n cir ghi s6 k6 to6n.

Phen ch€nh lQch ti6n tpm irng chi khdng tri5t pfrai ldm thu ruc t6u 6Oi nOp
qu! hopc tri) vAo luong, PhAn chi qud sii t4rn ring phii Idm thu tr-rc xr-r6r quy rm
14i cho ngucri tpm irng.

Ghi chri: Ndu cdc don vi c6ng dodn co'so khilng bii tri ddnthdn lu.c kd
todn thi kd todn sd thqc hi(n ky cd ngtd't tQp phiiiu vd-k6 tocin.

2A



BITN LAI THU TIEN

@tdu sd cts-sn)

1- Mgc tlich

Bi6n lai thu tiAn li gi6y bi€n nhin cria dsn vi ho{c. c6 nhdn da thu tiAn

ho{c thu s6c cria ngudi n-op tiin lim c6n cir dO lpp Phi6u thu, nQp tidn vAo

qu!, dting thli dC nguoi nQp thanh to6n voi co quan ho{c luu qu}'

2- Phuo'ng phdp tip vi tr6ch nhi$m ghi

Bi6n lai thu ti6n phii d6ng thanh quyAn, phii ghi 16 t6n don vi, dia chi cua

co' quan thu tiAn vi ding ddu ctr quan; phii d6nh ti5 trmg quy6n' 'T1ong m5i

;;y};pdi grri ro ro criJtung t} e'icn tai ttru tion vi s5 ctra Bi6n lai thu d0n

duo.'c ddnh li€n tgc trong 1 quY6n.

G6c tr6n, ben tr6i cira Bi6n lai thu fian ghi 16 t6n don v!, md don vi sti'

dUng ngdn s6ch.

Ghi rd hg t6n, dia chi cta nguoi n$p ti6n'

Dong "Ngi dung thu " ghi 16 nQi dung thu tiAn'

Dong ,.Srl tiAn thu" ghi sO tiAn dd thu bhng si5 vd bdng cht, ghi 16 don vi

tfnh li d6ne Vi$t Nam ho{c don vitiAntQ kh6c.

Ni5u thu bdng s6c phdi ghi rd s5, ngiy, th6ng, nim ctia to sdc bet dAu luu

hinh vd hq t6n nguli sri dgng s6c.

BiEn lai thu ti€n do ngudi thu tidin lAp thnnh hai li€n.

Sau khi thu ti6n, nguoi thu ti6n vd nguoi nQp tiAn ky vi ghi r5 hq ten dA

x6c nhan so tian d6 thu, oa ,r6p. K;f xong ngu&i thu tiin luu 1i0n 1, cdn ljan 2

giao cho ngudi nQP fiAn gifi.
A.

uuol ngay, ngubi duqc co qu?n giao nhiQm vy thu tien phii c[n cu vio

ban luu ue rao ,ianglo bi6n lai thuiiAn tiong |sir (n€u thu sdc phiii i6p Bang k0

thu sec ri6ng) ,a J6p cho k6 to6n dd lap Phi6u thu lirn thu tpc nf$n qu! ho4c

lim thu tirc nQp Kho bac, Ngtn hing. Tien m?t thu dugc ngey nio, nguoi thu

tidn ph6i nQP quf ngdY d6. ,'

Bion lai thu tiAn 6p dr,rng trong c6c trudng hqp thu tidn 1i6n quan den hoqt

d0ngsynghiQp,ho4tdongttnac'ac6ctrucrnghqpkh6chhdngnQpsecthanh
ro6n v6i c6c kho6n ng. Bi6n lai tiru tiAn ph6i tyO. b6o quan nhu ti6n' Trud'ng

ir"+ iarrr-,"-t;;;; i"i'rr.r., tra,r tt',i ,rguoi iam mAt pnai boi tli",'.s vflt chAt theo

cluy clinh cua ph6p luat hiEn hdnh' dc trulng hqp thu phi' 
'ip-ll.[to 

cluy dinh

cuaPh6plufltphi,lQphithisudungbiOnlai.ul:.oquanthu6ph6t}anhvtdon
viph6i ifrU" frrer, Orr"pt to6n tinh frinf, su dVng "Bi€n lai thu phi, 10 phi" theo quy

dinh cria co quan thr-r6.
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r. MAU sO KE roAN

1. 56 qui tidn rn{t

COng tloin c6p trGn:' ....
Don vi: ..,

- Sd ndy cd ... tang, d6nh s0 ttr
- Ngiy m0 s6:

PHU LUC S6 OZ

wrAu'so'rt roAru

SO QUV TIEN MAT
(Sii t<6 todn chi ti6t quf tiin m{t)

Thtng... ndm...
Lo4i qu!: ...

Mf,u sii s12-H

(Ban hdnh kim tlrco Th6ng t* sii 107t20l7ffT-BTC:

ngdy I 0/ I 0i2017 c*a B0 Tdi cltinh)

trang 01 d6n trang...

NG{.IOr LAP SO
(Kyr, hp ren)

PHU TRACH KE TOAN
(Ki, hp ftn)

Agrrl thdng... ncim,...

cu[r rnl KHoAN
(K.1i, 1,o tAtt,. clcittg dcht)

Ngi,y,
thdng
ehi s6

Ngiv,
thdng

chr&ns ti
s6 trigu

chf'ng ttr
Di6n giii

^i ..:so tren
Ghi
chrlThu chi 16n

A B C D I 2 J E

Sd du diu tcy

CQng phrtt sinh ngiy

CQng lfry kii th6ng

C$ng lu! k6 ttr dAu ndrn

2?



2. SA tidin gfri ng6n hirng, kho b4e

Cdng tloin c6p tr6n: ..." Mfru s6 S1z-I{
Eanvi: "' (BanhdnhkimtheoTh6ngtu,sii l0r/20t7/TT-BTC'

ngdy t0/10/2A17 crta BA Tdi chinh)

SO TIEN GUI NGAN HANG, KHO B4.C
Thdng..... ndm .,....

Noi mo tdi khoitn giao dich:..
sd ni,u fii khodn
Lo(]l lrcn gut;......,

tqi noi gui,

- Sd niy c6 ... trang, danh sO tir trang 01 ddn trang ...

Ngtty thdng... ndm,...

CUU TAI KHOAN

(KSi, hc, tAn, ddng dau)

Ncuor LAP So

(Ki', hQ ftn)

PHV TRACH KE TOAN

(K!,, hp ftn)

Ngi,y,
thing
ghi s6

Chrius tir
Di6n gi6i Ghi

chris6 tripu
Ngiv,
thdns Gui viro Rrit ra Cdn I1i

A B C D I ) J E

Sii du diu ttr6ng

56 ph6t sinh thring

CQng ph6t sinh thdng

CQng lu! k€ t* d6u ndm



3. SO thu, chi thi chinh CDCS
l^Lorlg doal'l cap tren:

Eon vi:
MAu S82 - TLD

so rrru, cHr TAI cIIiNH coNC DOAN CO SO

NIn.r

TT Ngnv
th{ng Chfng ti' Di6n gifri

I. TEi
chfnh c0ng
tloin tfch
lui tliu k)

(10)

I.PIIAN THU

Thu chi

Doirn
phi cdng

doin

Q2)

Kinh
phf

c6ng
doirn

(23)

Ngffn
sr{ch
nh}
nude
cap

(24)

Cdc khofln thu khic
Qs)

C$ng thu
TCCD

Tii chinh cdng tloin cip
tr6n c6p (28)

Nhin
birn
giao
tii

chinh
c6'ng
rloirn
(40)

T6ng
cQng thu

(II)
ChuyGn
m6n h5

trg
(2s.01)

Thu kh{c
t4i rlon vi

Qs.02\

Kinh phf
cdng tloig

cf,p tr6n cip
theo phfin

phdi (28.01)

Tii chfnh
cdng doirn
g{p fen

cAp h6 trg
(28.02)

A B C D E I )
^, 4 J 6 7-2+3+4+5+6 I 9 t0 I l=7+8+9+10

SO du dAu kj,

c0ng

L.t



COng iloin cip tr6n:
Don vi:

SO THU, CHI TAI CIIiNH CONG DOAN CO SO

Nirn

III. PHAN CHI

Cdc
khoiin

chi
khrflc

(37)

CQng chi
TCCE

Bin
giao
$i

chinh
c6ng
tloin
(42)

DPCD,
KPC
oa n9p

ciip tr6n
quin If
tnyc tiOp

(3e)

T6NG
c0NG
CHI

Phs cfp
uin bQ cdng

tloirn
(34.02)

C6,c
khoin

phii n$p
theo

Iuong
(34.03)

lv.
Tni

chinh
cOng
tloin
tich
Ioy
cuor
k}

(s0)

v.
DPC
DKP
CE
Phii
n0p
cap
tr6n
tnrc
-.trrep
(60)

Luo'ng c:{n

bQ trong bi6n
chO (34.01)

Tuy6n
truy€n

tlohn vi0n
vir Nl,If

Q2)

Quiin ly
hrinh chfnh

(33)

chim lo,
bio vQ,

ilio t4o
iloirn

viOn vlr
NLD

(31)

Tnlc
..4ilep

tl 18
l9:12+ 13+ l4+l

51-16.t.17.i.18
20 2t 22*19+20

t2It6 23*l+l
t-22

24
t,t 15l3t2

Ngutri ghi s6
(Ky, h9 r\n)

Ngay thting ndm
TM. Ban ChAp hhnh
(Ky hq ftn, ddng ddu)

!_1

I

I

Lu'ong phtl cip vir c6c khoin phii nQp

theo luung (34)



4. 56 theo ddi TSCD vh CCDC tpi noi sii'dgng
C0ng iloin cip tr6n:
Dot v!:

- S0 nAy co ...
- Ngay m& sd

trang, drinh sO tir trang 0l d6n trang

NGU,OI LAP SO

,l(y, h9 tan) '

sO rrmo DOr rscE vA c0Nc cU, rIUNG cU TAI NoI sU DUNG
Ndm:.............

TEn do'n vi, Phdng, Ban ftodc ngrdi s* dang):......
Loai cing ctt, dpryg c4 (hotlc nh(tm c6ng cu, d4ng c7t):...

Mfru si5 s26-H

(Ban hdnh kdm rheo Thdng tu sii 102/z017rTT-BTC
ngdy l0/10/2017 cila B0 Tdi chinh)

NSdy ... thdng ... ndm...

TM. BAN THTIONG VU
(BCH)

(Ki, h{) rLn, ddng driu)

PHU TILTCH KE TOAN

(Ri, ho tdn)

Nslv,
thing
ghi sd

Chrtng ttr
Tin TSCD vi c6ng cg, dgng

cg

Eorr
vl

tinh

Chi tlng TSCD vl c6ng cg, dgng cg Ghi giim TSCE vi cdng cg, drgng cg

SO

luo.ng
Don
Ei

Thinh
ti6n

bi
do

s6
lugng

Don
Gi{

Thinh
ti&n

s6
hipu

Ngi y,
'I'h{ng

A B C D i 2 3 4 E 5 1

26.
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5. Sd theo ddi cdc khoin phf,i thu

C6ng tlohn c6p tr0n: .,..
Don vi: ,..

Ddi tuqng: ...

sO rnno n6l cAc KrroAN ru,lt rHU
(Tem lirng, tl6u tu 

11i 
chinh, ph6i thu l&6e)

NAM...

M6u s6 sst-u

Eon

ngdy .... thdng .... ndnt

TM. Ban Thuirng vU (BCH)

(Ki', dong diiu)

Ngutri ghi s0

(Ki,, ghi rd hp ftn)
Phg tr6ch kii toin
(Ky, Shi rd hq t€n)

Ch*ng ttr
Sii cdn

phfri thu

SO Uin
tI6 thu

trOi

sd ti6n te* .
ring/mua cO phAn

Ngiy/thring
NQi dung

S6

hiQu

sii ou iliu k!

CQng ph6t sinh

Sii au cu6i tiY



6. S6 theo d6i cdc khorf,n phii trd
Cdng doin cip trOn: ....
Eon vi: ,..

Diii trqng: ...

sO ruro oor cAc KHoAN PHAr rRA
NAM...

MEu sO SrA-rLO

Don v

sii ti6n

ngay .... thdng .... ndnt
TM. Ban Thud'ng vB (BCH)

(Ky, d6ng diil4)

Ngrtri ghi s6
(Kj,, ghi rd h9 fin)

PhU, trich kd todn
(K!, ghi rd he ftn)

Chf'ng ti NQi dung

SO hi$u Ngiy/thing Df, thu Di tr6 Cdn phii tri
56 Au tIAu kf

cOng



7. SO ttru Doirn phi

COng tloin cdp tr6n: ...,..
Cdng doirn: ......,..,.........

s6 TIIU NOAN rUi

xf roAN
(Ky, h9 t€n)

......, ngdy .... thdng ... ndm ...
TM. BAN THTTONG Vv (BCH)

(Ki, ho t1n, dong ddtt)

,:

MEu S81 - TLE

sii tiOn
n0P

Kf t6nEo'n vi
(ho{c rloin vi0n) nQp

Sd ilolru
vtenSTT Ngiy nQp

) J1B C

. : ! .:, l

Sd nny c6 ......... trang, ddnh ttr sO t a6n trang ...,...

Ngiy mo i,d ghi s6:

A



lr. nUdnc oAN cru sO , :__ _ _ y _
so Qui rrtN MAr

fSO *C todn chifi* qui tiin mgQ

(MAu sA StUtl
I. Mqc tlich

36 niy ding cho thri quf vd kii to6n ti€n mat d0 phin 6nh tinh hinh thu, chi

t6n qu! tiAn mqt bing ti6n Vi$t Nam ctia don vi.

2. Cdn cti,: vi phuong PhiP ghi so

S6 nay m,& cho thri qu!: M6i qu! dugc theo doi ri6ng, dtng mQt s6 hay

mQt s0 trang so.

36 ndy cfing dung cho ki5 toan chi tiilt qu! tiAn,mit vdr tdn s6 sria 14i ld "Sd

ke to6n .f,i il6t q,iy tii,"'m4f'. Tuong ring voi mQt sO ctra thir quf thi c6 mQt s6
. ,A

cua kO toan cirng ghi song song.

SO qu! tiAn mqt phii thr;c hien kho6 s6 vio.cuOi m6i ngdy, sau khi khoa

sO ph6i thUc-hiQn OOi ctriOu gita s6 tiAn mit cria k0 to6n vdi s0 qu! cua thir qu!

vd tii,n m{t c6 trong.kdt dim b6o chinh x6c, kh&p dring.

NSiy cuOi thang phni Qp B*g kiOm kd qu! ti6n m{t Oe nam kO d6i chiSu

vdi ti6n mpt t6n thirc t6. Tru'bng hqp c6 ch6nh lQch phni tim nguy€n rdr6n vd xir

l;i theo quy dinh.. S0 chi ti6t tien mat ngny cu5i ctng cria th6ng sau khi AOi cnieu

khop dring vdi ti6n m{t thgc tC phii ducv. c ky dAV dir c5c chfr ky theo quy dinh vn

luu ctng v6i B6ng ki€m k0 qu! ti6n m[t.

Cin cir dC ghi 56 qu! ti6n m4t ld chc Phi6u thu, Phii5u chi dd dugc thpc

hiQn nh4p, xu6t quy.

C$t A: Ghi nghy, th6ng ghi s6.

CQt C: Ghi s5 cua PhiiSu thu, sd Phi6u chi li0n tgc tri nhd d6n 16n.

CQt D: Ghi nQi dung nghi0p vu kinh t6 cua nghiQp vp phdt sinh.

C6t 1: Sti tidn nhap qu!.

CQtl: SO Uen xuAt quy.

Cqt 3: Sd du t6n qu! cutii ngdy. SO tOn quy cu5i ngay phii kh6p clirng voi
i .:

s6 ti6n m{t trong k6t.

Dinh k, kC todn kiAm tra, ddi chi6u gita "SO k6 toan chi ti6t qu! ti6n m[t"
vdi "56 qu! ti6n EEt", kli x5c nh4n vio cQt E.



sO rltN cut wcAN HArlG, KHo BAc

(ufro sd stz-n)

1. Mgc clfch

Sd nAy dr)ng dti theo ddi chi ti€t tung loqi tiAn gti cria dcrn vi tqi NgAn

hing ho{c Kho b3c noi giao dich.

2, Cdn cr?vi phu'ang PhiP ghi s6

C6n cri de ghi vio s6 ndy ld gi6y b6o Ng, b6o C6 crla Ng6n hang, Kho

b?c.

MAi noi m0 tdi khoin giao dich b6ne d6ng ViQt Narn vi m5i io4i tidn giri

dugc theo ddi ri6ng trdn mQt quy6n s6, phAi ghi rd noi md tAi khoin giao dich
A t.n ,i. r 1 1- L- :',-^-: -:^^ l:^t-

cfrng nhu s6 hiQu tii khoin t4i noi giao dich.

EAu k! ghi sli du tiAn grii ki'tru6c vio CQt 3.

Hdng ngdy:

CQt A: Ghi ngdy, thingghi s0.

COt B, C: Ghi ,6 hi6u, ngay, thang cua chirng tu (Gi6y b6o Nq', b6o Co).

C$t D: Ghi t6m t6t nQi dung nghiQp vr; kinh t6 cua chimg tir.

cot 1, 2: CrtxuO tien gui vdo hoflc rut ra kh6i tiri khoin tien gui.

Cgt 3: Ghi s5 tiAn cdn giri t4i Ngdn hing ho{c Kho b4c.

CuAi thttng:

Cqng t6ng sti tiAn dE gui vdo, dE rut ra tr6n co s& d6 tinh sO tiAn con giri

t4i Ngdn hdng, Kho bac chuy6n sang thdng sau.

SO du r6n sd tiAn gui phii dugc dOi d*6u vcvi sO du tgi NgAn hdng hay Kho

bac d6m bio khop aung. Truffie hap c6 ch6nh IQch phii.phoi tr-op v6i Ng6n hing

;;T IUU11r1{ Ae ti* nguy6n nhan vi rOtien phdp xri'ly, d6ng thoi phAi ft ,ry0t rninh

16 sg ch0nh lQch vA nguyOn nh6n t6n s6.

Sau khi holur thenh viQc d5i chiiiu s6 niy ph&i c6 dAy dtr chir ki theo rnAu

quy dinh vi luu r*g-e."g Otii ctri€u sO liqu til knoan tiOn grii vdi kho bqrc vA s6

chi ti6t do ngAn hing gti (th6ng).

so Tgu, cHI TAI CHINH C6NC DOAN Co s6
(Mfru Ssz -TLE)

L. Mgc tlich

36 nay du<yc dirng cho COng dodn c., s5, dA theo d6i c6c khoAn thu, nhln

kinh phi c6ng doin cAp ir6n c6p, chi vd n$p kinh phi l€n Cdng dod, cdp tr6n cua

"O"g'aoa" "Lo. S6 tlQu cira sO thu, chi ngfln sScli C6r:g doi, co stt dung lirrn

can cri lAp 86o c6o thu, chi ng6n s6ch c6ng dodn co s6'



C6c khoan t4m img, t4m giir ghi vdo sO chi tiiit tarn fmg, tpm gifi, s6 qu!

tiAn rn{t, tiAn gri'i ng6n frLg kh6ng ghi vio s6 thu, chi ngdn s6ch c6ng dodn co

so.

2. Cdn cft vi Phuong PhiP ghi s6:

- Cen cri ghi s,3 le c6c phi6u thu, phii5u chi, gi6y bao Ng, giey b6o C6,.'.

- Cgt A: Ghi thir tu cdc chimg tt ghi vdo s5.

- C.Qt B: Ghi ngiy, th6ng ghi s6.

C6rt C, D: Ghi s6 hiqu, ngey, thane cua chrmg tu (Gi6y bao Ng, b5o C6)'

CQt E: Ghi t6m tit nQi dung nghiQp vU kinh ti5 cria chimg tu.

- Cgt 7 - mds6 10: Ghi s5 tai chfnh cOng doan tfch lfry ki,tru6c chuy6n spg ky

ndy vdo ngdy dAu ti6n cua ky ki5 todn theo quiOir,l, s6 tigu ghi vdo cOt I li c0t'23 S0

ducudi f.fu-"Or (tai thdi diom 3 llt}nisn trudc li€nkA). OOi voi dcm v! hach to6n k6

toan ld s6'du b6n C6 tii khoan 4316 tatthoi di6m k6t thirc ndm fiudc li6n ki.

- Cgt Z - md s6 22: Cdn cri vio s5 tiAn dodn phi c6ng dodn do dodn vi6n

d6ng g6p cho c6ng doln co s6. pOi voi don vi h4ch toan kii to6n li si5 ph6t sinh

bOn C6 tii khoin 337861 dugc 6p myc22.

- Cgt 3 - md sii Z:: Cdn cfr vio sO tiAn kinh phi cdng dodn doanh nghiQp

dd chuytin cho c6ng dod.,n cs sd leOi vOi truong ho.p CECS duqc phdn c6p thu

kinh phi cdng doanj. nOi vOi dcrn vf hpch todn k6 to6n Ii s6 ph6t sinh b6n C6 tdi

khoan 337862 dugc'6p mgc 23.

- COt 4 - md. s6 24, Can cf vdo s5 ti6n md ngan s6ch nhA nu6c dd h5 trq

cho cdng doin ccr s6'. p6i vOi don v! hpch to6n kti to6n li sti ph6t sinh b6n C6 tii
ldroan 51 18 hoflc 5168 vd dugc iry mpc 24.

- COt 5 - md sO ZS.O1: Chn cri viro sti tidn mi doanh nghiQp, do'n vi dA h6

rro cho c6ng doirn ccr so'. pOi vOi dun vi hqch toan k5 todn ld sd ph6t sinh b6n C6

tdi kho6n 5168 vd duo. c 6p mqc 25.01

- Cqt 6 - md sO ZS .02: Cdn cir vdo sO tiin thu kh6c ngoAi c6c nQi dung

trOn nhu thu 15i ti6n gu'i, ... DOi vdi don vi hqch to6n ki5 toan li s0 ph6t sinh b0n

C6 tii kho6n 5168 vi dugc 6p mpc 25.02, j'

- CQt 7: CQng thu: cQt (2+3+4+5+6)

Cgt 8 - m5 sO 28.01; Ghi sO tie, thyc thu kinh phi cOng doirn do C0ng doan

c6p k6n cdp trt theo phtur ph5i cua T0ne Li6n doan cho dcvn v! trong k)i. D6i v6i dsn
vi h4ch todn k6 todn ld sd ph6t sinh b0n C5 tAi khoin 337863 dugc 6p mpc
28.01.

- Cqt 9 - m5 si5 Zg.0Z' Ghi sd ti6n thgc thu do Cdng doan c6p tr6n cAp h5 tro'

cho don vi trong ky. DOi v6i clsn vi hpch to6n k6 toan ld sti ph6t sinh b0n C6 tdi
khoan 4316 dugc 6p rn;rc 28.A2.



- Cq-r 10 - m6 s6 a0: Ghi s0 tien thuc thu do s6p nhfp CECS chuy6n c16n don vi

trong k9.. EOi vdi dcrn vi h4ch toan kii to6n li s6 ph6t sinh b6n C6 tei khodn 4316

dugc 6p mirc 40.

COt 11: T6ng cQng thu = cQt (7+8+9+10)

- COt 12, 13, 1 4,1 5,! 6,17, 1 8 - (Me sd 3 1, 32, 33, 34.01, 34.02, 34.03, 37) Ci]Il

cir viro c6c phitiu chi vd ngi dung chi cira tai chinh cdng dodn co s& d0 ghi vdo s6 S8Z

ctia c6ng doin co so tuong img vdi mpc lirc thu chi. p6i vOi don vi hqch to6n k6

to6n ld sd ph6t sinh b6n Ng tr6n tdi khoin 6113 dugc 6p mr,rc theo muc luc chi

tuong img.

C$t 19. CQng chi : CQt (12 + 13 + 14+15+16a1/+18).

- cot 20 - mdrti 39, EPCE, KPCE nop cap quaq ly girc tiSp c[n cu.vi s6

ti6n dE thlrc nQp cho c6ng doin c6p tr6n qu4n ly tryc ti€p vA doirn phi c6ng dodn

vd kinh phi c6ng doin *rre k! b6o cao. bOi vfi dcm v! h4ch to6n k6 todn id s6

ph6t sinh b6n Ng tr6n tii khoin 33881 dugc 6p muc 39.

- Cgt 2l - md s6 42:Bin giao tdi chinh cdng dolur: Cin cil vdo s6 tidn dE

bin giao vA cho c6ng doin kh6c theo bi€n bfrn bdur giao. OOi vdi clon vi hAch

to6n k6 to{n li sd phit sinh b€n Nq tAi khoan 4316 duqc 6p mt1c 42.

- Cgt 22:TdngcQng chi = CQt (19+20+21).

- COr 23 - md s6 50: Tii chinh c6ng doan tfch lu! cuOi t<y : c6t (1)+ c6t

(1 1) - cQt (22).p6i vOi dsn vi h4ch to6n k6 to6n li sii du b6n Co tii khoAn 4361.

- Cgt 24 - md si5 60: EPCE, KPCD phAi ngp c6p tr€n tr.uc fi6p: Kinh phi

phii nQp ,Ap qran ly trUc tii5p cdn cir vlo sti ti6n di thpc n$p cho c6ng dodn c6p

tren quan 1f rU. tiiip vA doa1 fhi cOng doan.vd kinh phi c6ng doan.trong k} b6o

ra" "i phAn rhb"h ldch gita t6ng sO da n$p ciip tr'6n vi s6 phii nQp cAp trdn theo t1i

rc prr#pior rfi" rone ilien aoan. poi veioon vihach to6n k6 to6n li tong s6 ph6t

sinfr UCn Nq tr6n tdi khoin 33881 dugc 6p n:qc 60'

So TIIES DOI TSCD vA CONG CV, DUNG CV TAI F{ol SU'DUNG

Mdu sA SzO-ry

1. Mgc clich: s6 ndy dung d6 ghi chdp tinh hinh t6ng, gid-Lrn TscD vir

c6ng cr;, dpng cq tqi c6c phdng, i*, bQ phQn su d*ng, nhim quan lj' TSCE vi
,Onl .U, aUng c1r dE dugc trqng c6p cho cdc bQ phen trong dmr vi vh l1rn cin cir

de ;oi chi€u khi tiiin hnnh ki6m ka dinh k .

2. Cin cfr vir Phuong Ph{P ghi s6

- s6 dugc m0 cho tr)ng phdng, ban, b0 phan trong dcrn vi (noi sir dirng),

dung cho ttmg don vi su dvllg ua fap tfranh hai bQ, mQt bQ luu bQ pha. k0 to6n,

rnQt b0 luu tpi dcrn vi sir dpng TSCD, c6ng cu, dpng c9'

I



. M5i lopi TSCE vd loai c6ng cp, dung cp ho{c nh6m c6ng cr1, dpng cir

dugc ghi I trang hoqc i s5 trang

- SO c6 hai phAn: PhAn ghi tdng, phan ghi giem.

Cin cri vAo c6c bi€n ban giao nhfin TSCD ho{c c6ng cU, dgng cp, cic
Phi6u xuit, Giay b6o h6ng cdng cg, dgng cU; Bi€n ban giao nhgn TSCD, Bi0n
b6n thanh l)? TSCD hopc Gi6y b6o h6ng, rndt c6ng cp, dpng cU,.,.de ghi vdo s6.

C$t A: Ghi ngdy, th6ng ghi sO.

Cgt B, C: Ghi s6 higu, ngdy, thang cria chimg ttr (nhu Bi6n ban giao nhgn
TSCD, Phi6u xuAt kho...).

CQt D: Ghi t€n TSCE hoflc c6ng c1r, dgng oq; m6i TSCE ho{c c6ng cp,
dpng cg ghi I ddng.

CQt 1: Ghi don vi tinh.

''- Trong phan ghi ting TSCD hopc c6ng cii, dpng cp:

C0t2: SO luqng TSCE hopc c6ng cp, dUng cr; duqc giao quan ly; su dung.

C9t 3: Ghi don gi6 cria TSCD ho{c cOng cU, dqng cp xu6t d.ng.

cQt 4: Ghi gi6 tr! cria tung TSCD ho{c cdng cp, dyng cp xulit dr)ng (cpt a: cQt 2 x cQt 3).

- Trong phAn glli giam TSCE ho{c cdng cu, dpng cp:

Cqt E: Ghi 16 ly do giim.

Cqt 5: 36 lugng TSCD hoflc cong cg, dUng cp ghi giAm.

CQt 6: Ghi nguy€n gid (dcrn gi6) cuatrmg TSCD ho{c c6ng cp, dp:g cu.

cOt 7: Ghi nguycn gi6 (gi6 tri) cria ttmg TSCE hopc c6ng cq, dqng cp (cQt
7:cQt6xcQt5).
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n. HU'6NG oAm r{P sAo cao rar cuimn

- 1. Phu'ong phip lip b6o c6o dg todn thu, ehi thi chinh c6ng dohn
(Mdu B|4-TLD)

A. Cdc chi fiAu co bdn

* Lao d0ng.ldm c6n ge tinh t,5ng qu! luong d6ng kinh phi cOng dodn lA
lao dQng thuQg ddi tuqng d6ng BIX(H theo quy djnh cira Lu6t 86o hi6m xd hgi
d01 ngiy 3al6 nilmffudc cOng vdi so lao dQng thugc d6i tugng d6ng BHXH du
kiSn t6ng, trtr sd lao dQng thu6c drii tuqng oong rHxH du ki6n giarnlrong n6m.

ooi voi sti lao dQng thuQc ddi tuwg d6ng BFD(H b6t buQc nhung co
quan, t6 chfrc, doph nghiQp chua dgng BHXH, Lgn* dodn co s& c6n cir-tidn
luong trong hqp d6ng lao dQng cfia d6i tugng niy d€ tinh qu! luo-ng ldm c6n cir
d6ng kinh phi cdng dodn dA nghi co quan, t0 ch*c, doanh 

"glriqp 
d6ng.

+ EodLn vi6n d0 tinh qu! luong d6ng dodn phi cdng dodn li.dodn vi€n du
ki6n d6n ngey 31112 nEm trudc, cQng (trir) s6 doan vi6n dir ki6n tdng, giain
trong ndm. Mric d6ng doin phi cria doan vi6n ttreo hu6ng d6n clia T6ng Li6n
doin Lao dQng ViQt Nam.

B. Cdc chi tftu thu, chi tdt chinh cdng dodn

- CQt I - U'6c thUc hi$n ndm tru'6c: CEn cri sti thUc hign tr0n s6 thu, chi tai
chinh c6ng doin co sd, udc tinh s6 thu, chi cira thoi gian cdn lgi tlong nam d6
ghi vio c6c nQi dung thu, chi u6c cria n5.m truoc,

- C$t 2 - DU to6n ndm nay: CEn crl sii li0r-r cua ttmg chi ti€r-r thu, chi uo'c
thr;c hiQn n[m tnrdc; cln cfr vdo tinh hinh thyc t6 vB lao dQng, tiAn lu'crng, drr
kiiSn ngu6n thu durv. c dC tai dcrn vi str dgng; dU ki6n cdc ngi dung chi tiAn lu'o'ng,
c6c kho6"n d6ng theo luong cria cdn bQ c6ng doirn chuy0n tr6ch, chi php cAp cdn
bQ cdng dodn; chi qtrin li henh chinh; chi ho4t dQng ciia ban ch6p hAnli, c6c n6i
dung chi khdc dC x6y dpng sO tieu cho tirng nQi dung thu, chi cU th6.

- Cgt 3 - Cep ff6n duyQt: C6ng dodn c6p trdn quAn ly trgc ti€p cdn cir s6

liQu trong 86o c6o dr; to6n thu, chi tii chinh c6ng dodn co so lflp ctd ph6 duyQt

c6c nQi dung thu, chi, nQp cAp tr6n.

C6c chi ti€u thu, chi tii chinh c6ng dohn

* MUc I. Titi ehinh cdng dohn tich tfry diu k) :

Tdi chinh cdng dodn tich lily dAu k),(Ma s0 10): Sd li$u ghi vdo chi ti€u
ndy ld s5 ti-C, chi ti6u fri t chinh cdng dodn tfclt |il1, ,r,6i k}, cira ndm tr:u6'c,

* Mqc II. PhAn thu

- Thu Eodn phi c6ng dodn (Ma sd 22): Cbn cir vdo qu! luong d6ng DPCD
- ._ l, + 1 ,

vd rnirc dong doln phi cua doan vi€n theo hudng d6n ctra Tdng Li6n dodn Lao
dQng ViQt Nam.

- Thu Kinh pht cdng dodn (Me s6 23): EOi v6i don vl elugc phdn cAp thr.r,

c6n cri vdo Qu! tidn luong d6ng kinh phi cdng doin d6 tintr sd l<inh phi c6ng



doin mi doanh nghiQp phii nQp trong n6m. OOi vOi don vi kh6ng d'uqc phdn c6p

thu thi kh6ng phii ph6n dnh.

- Cdc khodn thu khdc 6Me s6 25:MdsO ZS.Ot + Me sd ZS.Oe)

+ Chuy€n m6n hd tuq (Md si5 ZS.O1;: Sti Ugu ghi chi ti0u ndy cdn cu's6
chuydn m6n h6 trg ndm tru6c vi sii udc trong n6m dr; to6n.

+ Thu khdc (Me sO 25.02): SO Ueu ghi chi ti6u niy cln cir tr6n s5 thu khdc

n6m tru6c vi si5 udc trong ndm dg torin.

- Tdi chinh chng dodn ciip trhn ciip lMesO Zf;:

+ Kiryh phi cdng dodn cdp tr€n cdp theo phdn ph6, (MA tO Zg.Ol): Can cri'

vdo Qu! ti6n luong dong kinh phi c6ng dodn ae tintr sO tcinn phi c6ng dodn
doanh nghi6p ph6i nQp trong ndm nh6n vdi d ie KPCD c6ng dodn c<v s& dugc su
dung theo quy dinh ctra Tting Li6n doin

+ Tdt chinh c6ng dodn cdp *€n cdp hO trq (Md sO ZA,OZ;: C[n cri vdo
rrgu6n tdi chinh cdng dodn cta dcrn vi vi s5 chi hopt dQng c6ng doin trong nAm
O6 A6 nghi cdp r6n c6p h5 trq.

- Nhqn bdn gtao tdi chinh cdng dodn (MA s6 40): Cdn cu tdi chinh cdng
doiin cira cdc c6:rg doin b0 ph{n khi c6c c6ng dodLn b0 phan ndy ttr don vi cdng
dodn kh6c chuy6n d6n.

MUc III. Phin chi

- Ttr rn6 16 lt d6n mE sO 37: CIn cir vdo ngudn kinh phi hiQn c6 vd sd
kinh phi dugc str dr,rng trong ndm vd hogt d$r1g c6ng doin cria dun vi d0 phin
6nh s6 chi cho phu hqp vdi quy dfnh cria c6c cdp cdng dodn.

. - DPCD, KPCE dd npp cdp t\n qudn ly trvc ti€p gvld sO :11: Cin ci^r vdo
ngu6n kinh phi c6ng dodn ue doen phi cdng doin trong n6m dg tofn dugc phAn
cAp thu nh6n v6i tj' lq nQp c6p tr6n theo quydinh cria TLE.

- Bdn giao rdi chinh cdng dodn OAA sri 42): Cin cir tii chinh cdng dodn
cira c6c c6ng doin bQ phpn khi c6 s$ bdn giao c6c c6ng dodn bg phan nAy cho
c6c dsn vi c6ng dodn kh6c.

* M,,rc IV. Tni chinh cOng cloin tich lui cudi t<1,

Tai chinlt cdng dodn tich tfry ,yAi t9 (MA s6 50): Phdn c.hdnh lQch giCi'a
clri ti6u Tdt chinh cdng dodn ttch lily aau W, pttdn thuvor phdn chi.

* MUc V. DUjphdng

- Kinh phi dry ptrdng (Md sO ZO;: CEn cri sd thu tdi chfnh c6ng cloin, sd chi
tdi chinh c6ng doin vd quy dinh dinh ctra T0ng LiCn dodn de phhn 6nh s6 dp
phong tdi chfnh.

- a 2. Phu'o'ng phlip If,p b6o c6o quy6t todn thu, chi tiri chfnh cdng doin
(Mdtt 807-TLE).

. .1 c"L" so tigu oc t4p b6o c6o eyrct toin: cu5i kikc to6n,k<5 todn c6ng s5,
ki6rn tra ddi chi0r-r gifr'a cdc s6 chi ti6t. So liQu cQng io thu - chi tii chinh c6ng



dodn ccv s& duqc sri dgng AC tAp b6o c6o quytit todn thu - chi tdi chinh cdng dodn
cira c6ng doin co s&.

A. Cdc chi ti€u co bdn

+ Sri lao dqrg iirn cdn cir tinh tdng qu! luong d6ng kinh phi cdng doAn lir
lao dQng thuQc d5i tugng dong BID(H theo quy dfnh cria Lu4t BAo hi6rn xd hQi. I r. ' 9, I L J

Qao d$ng lay tqi thdi dtdm 31/12 ndm tra6c c|ng s6 lao dgng binh qudn tdng
hogc gidm trong ndm), tiAn luong tdng hqp chung cia cdc thdng trong ndm theo
dring sO liQu lao dQng thu$c d6i tugng d6ng BIil(H.

+ Doen vi6n d6 tinh qu! luong d6ng dodn phi c6ng doin li dodn vi6n tai
thdi di6m 3l/t2 cria ndm fap 6ao c6o tdi 

"fri"it. Qu! tiAn lucrng ldn: chn cir tinh
d6ng doan phi ld qu! tiAn lucrng t6ng hqp cira tirng thang.

B. Cdc chi ilAu thu, chi tdt chinh cdng dodn

C6c chi ti6u thu, chi tii chinh:

SO iiQu c$ng s6 thu, 9hi $i chinh cdng dodn co s& cria ttmg khoin Md s6 ,
dugc dua vdo b6o c6o quy6t todn thu - chi tii chfnh cdng dodn co s& theo tt'ng
khoan Md s6 tucrng img.

* Mgc Lt Tdi chtnh cdng dodn tich lil1t ddu bj, (Ma s6 l0): Ld sO tai chinh
c6ng doirn tich lu! cu6i kj'tr6n b6o c6o quy6t to6n ndrn tru6c chuydn sang duoc9,,

ghi t'€n s6,S82. Odi vA don v-i hach toan k€ toan la sii du c6 tr€n tdi ldroin 4316 tai
thoi diOm kdt ttrirc nhm tu6c li6n k6.

* MUc II. Phin thu

- Thu Dodn. phi cdng dodn (MA s6 22): Cdn cir tdng sti ti6n dodn phi cua

doin vi6n d6ng trong nem dugc ghi tr€n sO SgZ c6 ddi chi6u vdi sO ti6n mat, tidn
grii cria don vi, truOrng hgrp don vi c6 hqch to6n li tdng sti ph6t sinh bdn C6 di
khoAn 337861vi dugc 6pmyc22.

Thu Ktnh phi cdng dodn (Ma sO 23): D6i v6{ dcrn vi dugc phAn cAp thu..
t , .A L ,.f r. r r, ^ + ! -r -r---,t- .--t-:^,- --^-- l--.^.- ^.'cdn cri t6ng sO ti6n kinh phi cdng doAn md doanh nghiQp n$p dugc ghi tr€n s6

S82 c6 AOiif,ieu v6i s6 ti6n rn{t, ti6n giri cfia don vi, tru&ng hgp do'n vi c6 hpch

to6n li tdng sO phdt sinh bQn C6 tAi khoAn 337862 r,d dugc 6p mr;c 23.

- Cdc khodn rhu khdc $de sd 25 =Mdsti zS.Ot + Ma tO ZS.Oz;

+ Chuy€n m6n hd ffq (rMA,sO ZS.0l): Can cil vdo ,ti tie, mil cloanh nghidp,

dcrn vi da h5 trq cho c6ng dodn co so trong nfun qr-ry6t to5n dugc ghi tr0n tO SSZ

co d6i chi5u v6i si5 tiAn m{t, tidn grii cira don vi, tru}ng hqp don vi c6 h4ch to6n

li tdng sO ph6t sinh b$n Cd tii khoin 5168 vd dugc 6p mr,rc 25.01.

+ Thu khdc (MA sO ZS .AZ): CFxt cir vdo s5 ti6n thu kh6c 1r8oni c6,c n.Vi

dung tren nhu thu ldi ti6n gili,.., dugc ghi trdn sd S82 c6 d6i chi6u v6i sd ti6n

rn{t, tiAn gri'i cua dcm vi. Ddi v6'i don vi hgch to6n k0 todn li s0 ph6t sinh b6n Co

tdi khoin 5 168 vi dugc 6p mpc 25.02.

- Tdt ch{nh cdng dodn cdp trAn cdp {MAsO Zg),



.I

+ Kinh ph{ c6ng dodn cdp t€n cdp theo.phdn ph6i (Me s6 28.01): C6n cir

tdne sO tiAn kinh phi c6ng dodn dugc pha, pnOi ao cAp tr6n cdp trb dugc ghi trdn

sO 5SZ c6 ddi chi€u v6i i6 ti6n m{t, ti6n giri cfia dcrn vi, tru}ng hgp don vi co

hpch to6n ld t6ng sii ph6t sinh b6n C6 tii khoin 13881 vt dugc 6p mpc 27 .01.

+ Tdi chtnh c6ng dodn cdp *An ciip hd tq {}/ldsd ZA.OZ;: Cin cir t6ng s6

ti6n dd dugc c6p tr6n h5 trq cho hopt dQng cdng do&n cria dcrn vi dugc ghi tr6n

sO SgZ c6 d6i Ct i6u v6i s6 tidn m{t, ti€n gui cta don v!, truirng hgp don vi c6

hpch toan li t6ng sti ph6t sinh b6n C6 tii khoin 4316 vlr dugc 6p mgc 27.02.

- Nhqn bdn giao tdi chinh cdng dodn (MA sd 40); CEn cir vdro sO tiAn da

nhpn bdn giao tii chinh c6ng doin tu c6ng doan kh6c vC don vi minh theo bi6n

b6.n bin giuo. pOi vOi don vi h4ch toan kii to6n li st5 ph6t sinh b6n C6 tAi kho6n
4361 dugc 6p mgc 40.

* MBc III. PhAn chi
-A- Tri rni s6 3l d6n md s6 37: Can cir t6ng sd ti6n tii chinh cdng dodn dd

chi dugc phin 6nh tr6n sO SgZ c6 d6i chi6u v6i sO ti6n mdt, tiin gr?i cta dcm vi,
truong hgrp don vi c6 h4ch to6n li t6ng s6 ph6t sinh b6n Ng tr6n tAi khoAn 6113

vA dugc 6p mgc tuong ri,ng.

. : EPCD, KPCD c\(t nfp ciip tr€n qudn ly trryc ti6p (MA sO :S1' CIrr cu
tdng s6 ti6n tdi chinh c6ng ilodn dE thirc nQp cho c6ng doan c5p tr6n quan lf trr,rc

ti6p v€ doan phi c6ng doan vd kinh phi c6ng doan trong k! b6o c6o dugc ghitr'r\v

tr6n s6 S82 vdi md tuo'ng ilng. Edi v6i don vi hpch todn k€ to6n li sO ph6t sinh
b€n Nq tdi khodrn 33881 dugc 6p mpc 39.

: Bdn gtao tdi chinh c6ng doan (Me s6 42): Cdn cfr vio sii tiAn dd bdn
giao vd cho cdng doin khdc theo bi6n bin ban giao. p6i vOi dcrn vi hpch todn k6
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to6n ld sO ph6t sinh b6n Nq tii khoin 4361 duqc 6p mttrc 42.

* MBc IV. Tai chfnh c6ng tlolrn tfch lu! cudi t<y

- TAi chinh c6ng rlodn tich lily triit ty (Md sd 50): Ph6n ch6nh l6ch gita
clri ti6u Tdi chinh cdng dodn t{ch lily ddu h), Phdn thu vdi Phdn chi.

: Tdi chfnh cOng cloin tich lfiy dAu kj, + T6ng cQng thu - T6ng cQng chi

ooi
k6 toan.

vdi don vi hach todn ki5 to6n ld sti du bdn C6 tii kho6n 436t cu6i ky

* MUc V. DPCD, tiPCD phni nQp c6p tr6n trpc ti6p

. EPCD, KPCE phai nQp ciip trpn trrye ttiip (lvIi,sO OO;, Kinh phi ph6i nqp
cAp quAn li tryc ti0p ciirr cft vho JO tOng rgng ti6n sd S82 cua C0ng doan co' s&.

D6i vdi dun vi hpch toain h0 toSn li tdng sd ph6t sinh b€n Nq tdi kho&n 33881 vd
duoc d.p rnuc 60.

,. ,C.fhu1,e1 minh: Plrintfch s6 tich,lu! tdi chinh d6u k!, tich i:u! tai cninh
cu6i. kj,: bao gdm ti6n nrrt, ti0n gri'i; thuy6t minh c6c nQi dung kh6c tr€n b6o c6o.


