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Quy trinh Ma hod: QT.07

, R . ; Ban hanh lin: 01
T THANH TOAN TIEN LUONG DOI

i 5 s e Ny Hiéu luc tir ngdy: 05/03/2025
HANOIHIGH TECH | VOI VIEN CHUC, NGUOI LAO PDONG

Trang/tong s6 trang: 1/6

1. Muc dich va pham vi 4p dung

a. Muc dich: Quy trinh nay dugc xdy dung. thuc hién va duy tri nham dam bao cong tac
thanh toan tién luong cho vién chire, lao dong hop dong cia truong theo ding quy dinh
ctia phap ludt va cua trudng, nham dam bao cong bing va khuyén khich sir dung lao dong
hop ly, tranh viéc lam dung strc lao dong.

b. Pham vi 4p dung: Toan bd vién churc, lao dong hop déng ctia nha truong.

2. Dinh nghfa va tir viét tit

a. Dinh nghia: Thanh todn tién luong 1a qua trinh nguoi st dung lao dong chi tra tién
cong, tién lwong va cdc khoan thu nhap khic cho vién chire, ngudi lao dong dua trén két
qua lao dong, thoi gian lam viéc. va cdc thoa thudn trong hop dong lam viéc va hop dong
lao dong. Thong thuong, thanh todn gio lam thém co nhimg dac diém sau:

- Tién luong 1a ngudn thu nhap chu yéu cta nguoi lao dong: Tién lwong bao dam doi
song vit chit va tinh than, gitip ngudi lao dong tai san xuét stic lao dong. Ngoai tién
lwong, ngudi lao dong ¢ thé c6 thu nhap khac (thudng, phu cép...), nhung luong vén la
11gL1511 chinh.

- Tién luong mang tinh kich thich lao dong: La dong luc thuc day nguoi lao dong nang
cao ning suét, chit lugng va hi¢u quéa cong viée. Ngudi sir dung lao dong thuong dung
tién lwong nhu mot cong cu quan ly va khuyén khich nhan vién.

- Quy dinh phép luat:

1. B luat Lao dong sb 45/2019/QH14, cac diéu tir Didu 94 dén Dicu 98 quy dinh chi tiét
vé viée tra lvong va thanh toan tién luong.

2. Cac van ban hudng dén lién quan:

+ Nghi dinh 145/2020/ND-CP (huéng dan thi hanh B ludt Lao dong vé diéu kién lao
dong, quan h¢ lao dong).

+ Nghi dinh 74/2024/ND-CP ap dung tir ngay 01/7/2024 (quy dinh murc lwong tbi thiéu

d6i voi ngudi lao dong lam viée theo hop ddng lao dong).

b. Tir viét tit
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S NN



HHT

Quy trinh
THANH TOAN TIEN LUONG POI

HANOIHGH TECH | VOT VIEN CHUC, NGUOI LAO PONG

l

Ma hod: QT.07

Ban hanh l4n: 01

Hiéu luc tir ngay: 05/03/2025

Trang/tong sb trang: 2/6

- HT: Hiéu truong
- P.TCHC: Phong Tb chtrc - Hanh Chinh

- Phong KHTC: Phong Ké hoach — Tai chinh
- VC, LBHD: Vién chic, lao dong hop dong
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Ban hanh ldn: 01

Hiéu lye tir ngay: 05/03/2025

Trang/tong sb trang: 3/6

4. Diic ta
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Bo hin/ P
~ PR | Ké .
. i phan/ Nguwoi . | Thoi gian
Tén budc . 5 £ qua 5 . i
™ | o Néi dung Nguoi phoi hoan Ghi chua
cong vice dat .
' thue hop thanh
i duge
hi¢n thue :
hién
Hang thang, cac don )
. % g % Sau khi
. vi ldap Bang cham ) )
Nop ho : e Cac don . nhan BM.07.01
i cong va giai trinh | . Phong .
1 so tinh z . . Vi trong R} duoc dir | BM.07.06
cham coéng dua trén A TCHC s P
luong o ) P truong liéu cham | BM.07.07
dir liéu may cham .
x cong
cong.
Phong TCHC tong Trung Khi nhén
hop ra soat bang tam duoc
Tong chdm cong dua trén Thanh Bang
) hop, 1a giai trinh chdm C(“J’ng Phong tra, chidm
soat cham | va dir li¢u may cham | TCHC | Khao thi cong va
cong cong va Dam gidi trinh
bao chit chidm
luong cong
- Hiéu truong khong Céac don Trong
déng y ndi dung| Phong | vitrong vong 3
trong bang chiam | TCHC | truong ngay ké
cong: Phong TCHC va tir ngay
tobng hop ra soat va| Trung ndp bang
Ky bang | gt tra lai don vi yéu tam cham
3 cham cau giai trinh lai | Thanh cong
cong chim cong tra, (khong
- Hi¢u truong phé | Khao thi tinh ngay
duyét ndoi dung bang | va Bam 1&, thir 7
chim cong cua don | bao chat va chu
vi dé duoc thanh | luong nhat)
toan.
Lap bang | Phong TCHC nhédp | Phong | Truong Trong | BM.07.02
thanh dir liéu bang chdm | TCHC, | phong vong 01 | BM.07.03
4 toan cdng, quyét dinh| Chuyén | TCHC, ngay ké | BM.07.04
luong va | ndng luong thuong | vién phu | Chuyén tungay | BM.07.05
cdc khoan | xuyén va thdm nién | trach | vién phy HT phé | BM.07.08

Trang 3



HHT

HANOI HIGH TECH

Quy trinh

THANH TOAN TIEN LUONG DOI
VOI VIEN CHUC, NGUOI LAO PONG
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B9
Bo o ophanf) g 1
Tén buée phéan/ Ngu;m - Thoi gian
T | on No¢i dung Nguoi phoi hoan Ghi chi
cong viéc dat .
thuwe hop thanh
s duoc
hién thue ’
hi¢én
phucdp |nha gido vao Bang trach duyét | BM.07.09
theo thanh toan luong va bang BM.07.10
luong | cdc khoan phu cip cham BM.07.11
theo luong. cong BM.07.12
BM.07.13
BM.07.14
- Hiéu truong khong |  Hiéu
dong ¥y nodi dung | truong BM.07.02
trong Bang thanh BM.07.03
toan luong va cac BM.07.04
khoan phu cép theo BM.07.05
. luong: Phong TCHC BM.07.08
s |Kybang 1 soatlai. BM.07.09
ong || Hiew treomp phe BM.07.10
duyét noi dung Bang BM.07.11
thanh toan luong va BM.07.12
cac khoan phu cip BM.07.13
theo luong dé duoc BM.07.14
thanh toan.
- Phong TCHC gui | Phong Phong Trong
bang thanh toan | KHTC | TCHC, vong 02 | BM.07.02
luong sang phong Chuyén ngay ké | BM.07.03
Thanh KHTC lam thu tuc vién phu tr ngay | BM.07.04
todn tidn | chuyén tién luong va trach Hiéu BM.07.05
luong va | cac khoan phu cép trwong | BM.07.08
6 | cac khoan | theo luong. phé duyét | BM.07.09
phu cip hé so BM.07.10
theo | (khéng | BM.O7.11
luong tinh ngay | BM.07.12
1§, thr 7 | BM.07.13
vachu | BM.07.14
nhat)
7 | Luu hé so | - Phong TCHC luu | Phong Sau khi | BM.07.02
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Quy trinh

Ma hod: QT.07

Ban hanh lan: 01

-_. THANH TOAN TIEN LUONG POI
HANOI HIGH TECH

Hiéu luc tir ngay: 05/03/2025

VOI VIEN CHUC, NGUOI LAO PONG

Trang/tong so trang: 5/6
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B9
B hin/ "
P PV s |
Tén buée phin/ Nguoi i Thoi gian
TR o Ngi dung Ngwoi | phéi | 9 hoan | Ghi chi
cong vigc dat .
thue hop ’ thanh
o duge
hi¢n thue ’
hi¢n
ho so: Bang cham | TCHC, két thuic | BM.07.03
cong cua don vi (ban | Chuyén cong viéc | BM.07.04
gbe), Bang tinh tién | vién phu BM.07.05
luong va cac khoan | trach BM.07.08
phu cdp theo luong BM.07.09
(ban sao). BM.07.10
Phong KHTC luu hd BM.07.11
so ban gbc: Bang BM.07.12
tinh tién luong va céc BM.07.13
khoan phu cép theo BM.07.14
luong
5. HO SO
Tinh chathd | Bs ha 5 o
aa ok X oA . 0 phan |Thoi gian
STT Tén biéu mau/ho so M3 hiéu BGICC PT | lvu triv lru tri
1 |Bang chiam céng BM.07.01 X Phong TCHC| 10 nam
, |Bang Atha.rrlh tqa:n lu'crng cho BM.07.02 x |Phong TCHC| 10 nim
can bd gido vién (tinh BHXH)
Ang ; y BM.07.03
3 Bang,atha'l}h to_im g ho x [Phong TCHC| 10 nam
can bd gido vién
ing the odn tién 12 BM.07.04
4 Ban‘.:. lh't?nh todn tién lam x |Phong TCHC| 10 nam
ngoai gio
2 . in tid dng|  BM.07.05
5 Bang thdilﬂh toan tién hop dong x |Phong TCHC| 10 nim
thué lao dong
, BM.07.06 ‘ "
6 |Bang cham cong lam thém gio X Phong TCHC 10 nim
7 Ban giai trinh ch'fu.n cong BM.07.07 N Phong TCHC 10 ndm
khong ding quy dinh
8 Bémg1 thanh toan phu cip cong BM.07.08 x |Phong TCHC 10 ndm
tac phi
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Higu lyre tir ngay:
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Trang/téng sb trang: 6/6

9 Béng thanh toén phu cdp dién BM.07.09 x| Phong TCHC| 10 nam
thoai

10 Bang thanh todn phu cap dai BM.07.10 X |Phong TCHC 10 nam
Eél;lg thanh toan phu ce‘ip phu BM.07.11

11 |trach cdng thc dang, doan x |Phong TCHC| 10ndm
thanh nién, ban thanh tra nhan

ane tha ] A v BM.07.12 =

12 B 1'ng thanh toan phu cap hanh < | Phong TCHC 10 nam
chinh

13 |Bang chi hd tro tién an BM.07.13 x |Phong TCHC| 10 ndm

14 |Bang thanh todn tién boi BM.07.14 x |Phong TCHC| 10 ndm
AanSinn o

Ghi chi: - BG: ban goc

- CC: Cong chung
- PT: Photocopy

Trang 6




