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Dec lap - Tkr do - Hanh phtic  
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Ha Noi, ngay  Og  thangianam 2022 

QUYET DINH 
Ban hanh Quy cite quy dinh ye tam ling va thanh town ciia 

co quan Thanh tra Chinh phit 

TONG THANH TRA CHINH PHU 

Can cti• LuOt Ngan sach nha nu'oec ngay 25 thong 6 dam 2015; 
Can ca' LuOt Ki toan ngay 20 thong 11 nam 2015; 
Can ca- Nghi dinh so 50/2018/ND-CP ngay 09 thong 04 /lam,  2018 cita 

Chinh phu quy dinh chirc pang, nhiOn vu, quyen han va co' cau to chirc cita 
Thanh tra Chinh phfi; 

Can cie Thong tu• so 107/TT-BTC ngay 10 timing 10 nam 2017 cua BO Tai 
chinh hwang clan chi dO ki tam hanh chinh, nghip; 

Theo cie nghi cita Chanh Van phong Thanh tra Chinh 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quye't dinh nay Quy ch6 quy dinh v'e tam trng 
va thanh town cua ca quan Thanh tra Chinh 

Dieu 2. Quy6t dinh nay c6 hieu lire thi hanh ke tir ngdy 1(.y va thay the 
Quy6t dinh,  2872/QD-TTCP ngay 16 thong 11 nam 2009 v'e vie:c ban hanh 
Quy dinh ve tam irng va thanh town cua ca quan Thanh tra Chinh phu. 

Dieu 3. Chanh Van phong, Thu twang cac vu, cuc, don vi va cong chirc, 
vien chirc, ngtred lao dOng thuOc ca quan Thanh tra Chinh phu chiu trach nhie:m 
thi hanh quyet dinh nay. 

Noi 
- Nhtr dieu 3; 
- Lanh dao TTCP; 
- Cng Thong tin dien tir; 
- Lim: VT, Van phong (TV)30  

KT. TONG THANH TRA 
PHO TONG THANH TRA 



THANH TRA CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM 
WO 14p - Tu. do - Hanh phoc  

QUY CHE 
Quy dinh ve tam ling va thanh town ciia 

co' quan Thanh tra Chinh phii 
(Ban hanh kern theo Quyet dinh so 424 /QD-TTCP ngay  05  thangigniim 2022 

cita Tang Thanh tra Chinh phi) 

Chuang I 

QUY DINH CHUNG 

Dieu 1. Pham vi, d6i tuvng ap dung 

Quy the nay quy dinh thOng nhat ve viec tam img va thanh toan cac 
khoan chi phuc vu hoot dOng chi thirong xuyen; ap dung &i voi cac cue, vu, don 
vi va can b15, cong chic, ngtrOi lao dOng thu(lc ca quan Thanh tra Chinh phi". 

Dieu 2. Muc dich 

Quy dinh nay nham thirc hien viec tam irng va thanh toan theo dfing quy 
dinh cua Luat ngan sach nha ntrov, Luat ke toan; dam boo viec tam irng va thanh 
toan cac chimg tir ke toan luon ro rang, minh bach, thong nhat, dung thai gian; 
tao dieu kien thuan lgi cho can b'O, cong chirc, ngi.refi lao dOng khi thuc hien viec 
tam img va thanh toan. 

Chuang II 

QUY DINH YE TAM UNG 

Dieu 3. Trach nhiem cua nguifi de nghi tam ling, phong Tai vu va 
Chu Tai khoin 

1. Trach nhiem cua ngtroi tam img: 

- Ngiroi tam Ung c6 trach nhiem lam day du h6 sce tam img (gidy de nghi 
tam *rig theo Phu lac 1). 

Ngithi tam *rig phai thanh toan dirt diem tam iing lan tnrOc de dirge tam 
irng lan sau, trir trirong hop lan tam irng true(c ding viec chua ket thlte, can tam 
img de thut hien cong viec moi phat sinh. Truong hop nguiyi de nghi tam irng 
luan chuyen cong tac khac hoac nghi viec phai hoan tam irng hoac c6 bien ban 
ban giao khoan tam img cho ngiroi khac tiep tuc thuc hien. 

- Tien tam img phai sir dung dung mac dich, khong dirgc chuyen giao cho 
ngirei khac. Sau khi hoan thanh cong viec, nguoi nhan tam irng phai lap bang 
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bang thanh toan tam Ong dinh kern cac chiing tir g6c de thanh toan. 

- Dugc tam Ong tien mat d6i voi nhitng giao dich c6 gia tri nho khong 
vugt qua 5 trieu dong doi voi mot khoan chi. 

2. Trach nhiem cua phong Tai vu 

- Huang dan can 136, cong chirc, nguai lao dOng lam thir tuc tam Ong theo 
dung quy dinh; 

- Thai gian giai guy& t6i da la 03 ngay lam viec d6i yen tarn img bang tien 
mat hoac tam Ong bang tien chuyen khoan, 05 ngay lam viec doi vai tam img 
bang ngoai to ke tix ngay nhan du ho so tam img. 

- Ke toan phai mo so chi tiet tai khoan theo doi tong nguai tam Ong, theo 
tirng lAn tam Ong. Phai thanh toan dirt diem tam irng kST tnxac mai cho tam Ong 
kST sau. 

3. Trach nhiem cua Chu tai khodn: 

Chu tai khoan c6 trach nhiem phe duyet tam Ong ,kip thaei theo tham 
quyen, twang hop h6 so tam Ong chua day thi yeu cau phOng Tai vu va 
nguai tam 'Ong 136 sung, hoax' thien de phe duyet tam Ong. 

Dieu 4. Tam *lig cong tic phi trong ntrov 

Doan Thanh tra, doan cong tac hoac ca nhan di cong tac khi tam 'Ong phai 
c6 gidy de nghi tam ling va dtx toan kinh phi (Phu luc 2) dirgc duyet kern theo 
quyet dinh thanh tra, ke hoach thanh tra hoac ke hoach cong tac, mirc tam Ong 
tien mat la 70% tien km trii; khong tam Ong tien mat de thanh toan tien ye may 
bay, thue phong nghi, trir truang hop thue phong nghi c6 gia tri duai 05 trieu 
&mg. 

D6i voi can bO, ding chirc dirge di cong tac bang phuong tien may bay, 
c6 the to mua ye hoac lien he voi don vi cung cap ye may bay ma Van phOng 
Thanh tra Chinh phi]. dal 1(3'i hop &mg de mua ye va chiu trach nhiem lam thil tuc 
thanh toan. 

Lanh dao Thanh tra Chinh phu di cong tac, thu k-ST giup ,viec Lanh dao 
Thanh tra Chinh 	c6 trach nhiem mua ye may bay hoac phoi hop voi Van 
phong (phong Quan tri) mua ye may bay theo quy dinh. 

Dieu 5. Tam ting kinh phi to chirc doan di cong tic nu& ngoai 

Vu Hop tac quOc to hoac Doan cong tac c6 trach nhiem giri phong Tai vu 
b6 ho so tam Ong ve viec to chirc doan ra cham nhat la 10 ngay fru& ngay doan 
xuat pink, bao gOm: Dtx toan kinh phi doan ra da dugc Lanh dao Thanh tra 
Chinh phu phe duyet; Quyet dinh cua doan (02 ban chinh), ban photo cac tai lieu 
lien quan (Ke hoach doan ra, cong ham, thu dm doi tac, Bien ban hop tac, 
bao gia ye may bay, bao hiem...) de lam can cir de nghi Kho bac nha mac duyet 
tam Ong kinh phi. 
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Tam irng tien ye may bay: Can cuke hoach cong tac va hanh trinh bay , 
dugc duyet, Doan cong tac 	toi thieu 02 bao gia dm 02 dai VT ban ye may bay 
khac nhau (hoac bao gia oda 01 dai VT ban ye may bay cho it nil& 02 hang Hang 
khOng khac nhau, trong do c6 it nhat 1 dai 13'T chinh hang dm hang khong queSc 
gia Viet Nam) vai ding hanh trinh bay de xem xet, so sanh va lva chon don vi 
cung cap ye may bay teen co.  so.  dap ung cac yeu cau sau: Dtrong bay true tiep, 
pha hop \Ted lich cong tac; tong cac khoan chi lien ye (bao g8m cac khoan thue 
va phu phi), tien di &rang, tien 66' dgi tai san bay thap nhat. 

Doan cong tac dugc tam irng tien mat bang ngoai to cac khodn: Tien thue 
phong nghi, chi phi di lai, tien an, tien tieu vat..., tam *rig bang tien mat khoan 
mua tang pham (neu co). 

Dieu 6. Tam ung kinh phi don down khach mare ngoai vao lam viec 
tai Viet Nam, to chik hoi nghi, hiii thao 

Can cir vao chuang trinh ke hoach don doan; ke hoach to chuc h6i nghi, 
h6i thao, du toan kinh phi da dugc Lanh dao Thanh tra Chinh phu phe duyet, 
ngueri tam ling lam giay de nghi tam ling tien mat hoac tam ling tien chuyen 
khoan theo not dung chi da dugc duyet. 

Dieu 7. Tam tirng kinh phi mua sam, sirs china thuirng xuyen tai san, 
dung cu van phong va cac khoan tam ling khac... 

Can cu vao ke hoach mua sam, sira chita thuerng xuyen tai san, dung cu 
van phOng, dkr toan kinh phi da dugc phe duyet theo tham quyen phan cap tai 
quyet dinh so 386/QD-TTCP ngay 12/7/2021 dm Thanh tra Chinh phu ve viec 
phan cap, n'y quyen va to chirc thvc hien d6i \Teri l'inh vuc quan 13'T tai chinh, tai 
san, dau tir xay dung, irng dung cong nghe thong tin, dau thau, mua sam va kiem 
tra, kiem toan not b6 trong cac don vi dkx toan ngan sach thu6c Thanh tra Chinh 

phong Quail tri lam dau moi lam, cir cong chuc tam ling ph8i hop v6i 
phong Tai vu thvc hien. 

Cac khoan tam ling khac nhu: Mua van phong pham, mua xang dau, phi, 
le phi...thkrc hien tam ling theo du toan, to trinh tam ling dugc phe duyet. 

Chuang III 

QUY DINH YE THANH TOAN 

Dieu 8. Quy dinh chung ve thanh town 

1. Cac khoan thanh toan tir 200.000 d8ng tra len phai c6 Ma don tai chinh, 
trir cac truOng hop mua hang khong c6 h6a don (phai lap bang ke) quy dinh tai 
muc 2.4 Dieu 6 Thong to s8 78/2014/TT-BTC cua B6 Tai chinh. 

2. Thanh toan thu lao cho ca nhan ngoai co quan Thanh tra Chinh 	c6 
mirc chi tir 2 trieu &Ong trer len, phai khau trir thue thu nhap ca nhan 10%. Doi 
\Teri ca nhan la ngueri mr6c ngodi km tru tai Viet Nam dual 183 ngay ap dung 
mire khAu trir thue thu nhap ca nhan 20%. 
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3. Mua hang hoa, dich vu duo? 5 tr* gong, khi thanh -Wan can 01 bao gia. 
Mua hang hoa, dich vu tir 5 trieu dong trey len, khi thanh toan can 03 bao gia. Mua 
hang boa dich vu tir 50 tr* dong tra len, thuc h*-1 theo Lu4t Dau thu so 
43/2013/QH13 ngay 26/11/2013, Nghi dinh so 63/2014/ND-CP quy dinh chi ti6t 
thi hanh mot so dial cua Lu4t DAu thdu ve lira chon nha thdu,va Thong to so 
58/2016/TT-BTC quy dinh chi fiat vies six dung von nha nu& de mua sam nham 
duy tri hog dgng thidyng xuyen cua co quan nha nuac, don vi thuc luc luting 
vu trang nhan dan, don vi sir nghip cong 14p, to chirc chinh tri, to chirc chinh tri 
- xa h6i. 

4. Cac khoan chi cho cac doan cong tac, cac khoan chi cho cac don vi 
cung cap hang boa, dich vu khong co tai khoan tai ngan hang dugc thanh toan 
tien mat cho cac giao dich co gia tri nho khong vugt qua,  05 tr* trir 
nhang khoan chi cho nhang cong vies can phai thuc h*-1 dau thau theo the d6 
quy dinh. 

5. Tdt ca cac khoan chi thuong xuyen sir dung kinh phi ngan sach nha 
nuot dugc co quan nha nu6c c6 tham quyen giao du toan ngan sach nha nu& 
hang nam c6 hgp dong mua ban hang hoa, dich vu, xay lap ved gia tri tir 200 
tr* &rig tra len dugc thuc hie:n va thanh toan tir 02 nam ngan sach tar len phai 
giri cam ket chi ra Kho bac nha nu& trong thad han toi da 20 ngay lam vies ke 
tir ngay ky ket hop (long. Don vi nao khong thuc hien dung thali han cam ket chi 
se chiu trach nhirn n6p phat theo quy dinh hien hanh. 

6. D8i yeti khoan chi c6 gia tri hop d8ng tren 50 trisu d8ng den clued 500 
trisu dong: Khi thanh toan phai c6 bang xac dinh gia tri khoi luting cong viec 
hoan thanh (Phu luc 13) 

7. Gidy di dueyng do co quan cir can b6 di cong tac cap, c6 IcST &mg dAu 
dm co quan not den cong tac de xac dinh ngay den ngay di. 

Dieu 9. Trach nhi?in cua nguiri cue nghi thanh toan, phong Tai vu 
va Chii Tai khofin 

1. Trach nhiem cua nguad de nghi thanh toan 

Sau khi ket thiic cong vies dugc giao, trong pham vi 07 ngay lam vi&, 
ngiren tam irng, ngued thuc hien cong yi& phai hoan thin du ho so giri ye 
phong Tai vu lam thii tuc thanh toan (Giay de nghi thanh toan theo Phu luc 6), 
Giay thanh toan tam img (Phu luc 5), neu khong thanh toan kip thai ma khong 
CO lY do, Ice toan se trir so lien tam irng,  vao luong hang thang ngtrOi tam 
Ung. Throng hop ho so, chung tir con thieu hoc chua dung quy dinh thi phai co 
trach nhiem bo sung, hoan thien theo huerng dan cua phong Tai vu. 

2. Trach nhiem cua phOng Tai vu 

Hirong dan can b6, cong chirc, ngued lao dOng lam thil tuc thanh toan theo 
dung quy dinh. Sau 03 ngay lam vi& nhan &roc ho so thanh toan, phai kiem tra 
ho so, neu thay chua day du thi phai thong bao cho nguati de nghi thanh toan 
bi6t, WO sung kip thad. Thad gian thanh toan toi da la 05 ngay lam yiec ke ti ngay 
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nhan du ha so de nghi thanh toan. 

3. Trach nhiem cua ChU tai khoan 

, Chu tai khoan 	trach nhiem phe duyet ha,  so thanh toan kip tiled theo 
tham quyen, truong hop ho so thanh toan chtra day du hoac c6 not dung can 
tham tra, xac minh thi yeu cau phong Tai vu va ngueri de nghi thanh toan bo 
sung, hoan thien, giai trinh ro a phe duyet thanh toan. 

Di4i 10. Thanh town cong tic phi 

Thanh toan ding tac phi (bang ke thanh toan cong tac phi theo Phu luc 9) 
thgc hien theo Quy the chi tieu not ba Gila co quan Thanh tra Chinh 

- Tien ye may bay, tau, xe: 

Chfrng tir thanh thanh toan bao gam: Gidy de nghi thanh toan,kem theo 
giay di du6ng, Quyet dinh hoac van ban cudi ding tac dm cap c6 tham quyen, 
cuong ye (hoac ye dien tir), the len may bay, tau, xe, hoa don tai chinh, bang xac 
dinh gia tri khoi luting cong viec hoan thanh (neu c6). Doi \Ted voi nhung truong 
hap khong mua ye may bay dm don vi cung cap theo hop dong co quan da 1(3'T 
ket thi phai 14T hop &mg theo ding lan thanh toan theo quy dinh tai Quyet dinh 
so 17/2019/QD-TTg ngdy 08/4/2019 dm Thu Wang Chinh phfr quy dinh ve mat 
so goi thdu, not dung mua sam duy tri hoat clang thuemg xuyen dugc ap dung 
hinh thirc lira chon nha thau trong truong hop dac biet theo quy dinh tai Dieu 26 
Luat Dau thau. 

Do yeu cau cong tac, phai di bang 8 to, ma co quan khong bo tri dugc xe 
(co xac nhan cua phong Quan tri va Phuong tien), nguori di cong tac dugc thue 
xe. Khi de nghi thanh toan phai lap bang ke thanh toan ghi ro VT do phai thue xe 
(co xac nhan cua Trueing doan hoac Thu truong don vi) kern theo h6a dun 
chung tir hop le ghi rei ngdy, thang di, not di, not den. 

- Tien thue phong nghi: 

Chung tir thanh toan bao gam: Giay de nghi thanh toan kern theo gidy di 
duemg, quyet,dinh hoac van ban cu di cong tac, ke hoach thanh tra, hoa don thue 
ph6ng (ghi day du 	yeu to: ten ngueri thue, so luting ngued, so hieu phong, 
th6i gian thue, don gia phong, neu hoa don khong the hien het dugc day du not 
dung neu teen thi phai c6 bang ke dugc ben cho thue xac nhan ye cac not dung 
neu teen kern theo h6a don), hop &mg thue phong nghi va thanh ly nghiem thu 
hop &sing thue phong nghi do truong doan hoac t•:3,truemg to cong tac 14T, bang 
xac dinh gia tri khoi luting cong viec hoan thanh (neu co). 

Twang hop di cong tac den nhirng not khong c6 nha nghi, nha khach 
(khong c6 h6a don thue phong nghi) dugc thanh toan theo mire khoan quy dinh 
tai Quy the chi tieu not ba dm co quan. 

- Phu cap cong tac phi: 

Chfrng tir thanh toan bao gam: Bang ke thanh toan kem theo gidy di 
du6ng, quyet dinh hoac van ban Cu di cong tac. 
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Thu 14 giup viec Lainh dao Thanh tra Chinh phu chiu trach nhiem tap hop 
ho so thanh toan cong tac phi dm L'anh dao Thanh tra Chinh phir giri ve Van 
phong (phong Tai vu ) de lam thir tuc thanh toan theo quy dinh. 

Dieu 11. Thanh town chi phi to chtiv dual' di cong tic mak ngoai 

, Chung thanh toan bao 	Bang ke thanh toan (Phu luc 11) kern theo 
quyet dinh cir di ding tac, dir toan kinh phi dal dugc phe duyet, lich trinh cong 
tac, hoa don ch-Cmg -Ur hop le (hoa don phong nghi, cuong ye, the len may bay, 
bang ke danh sach nhan tien khodn, hoa don bao hiem, hoa don phi, le phi hop 
gong, thanh 19 nghiem thu hop &rig, bang xac dinh gia tri khoi luting cong viec 
hoan thanh (neu co)...) giri ye phong Tai vu de thanh quyet toan cho Doan cong 
tac va thanh quyet toan Kho bac nha ntro.c. Nhang khoan dugc phep thanh 
toan khoan, not bo doan to quyet dinh viec chi tra true tiep cho cac thanh vien. 

Cac hO so, chirng tit thanh toan neu bang ti6ng nueic ngodi phai dugc dich 
ra tieng Viet. Don vi chu tri, doan di cong tac hoac can be• ding chuc dugc cir di 
cong tac phai hoan loan chiu trach nhiem ye tinh xac thirc va chinh xac cua cac 
n(ii dung ho so, chimg tix dich neu teen. 

Tru&ng doan cong tac chiu trach nhiem trong viec thanh quy6t toan dung 
thai han quy dinh de phong Tai vu de nghi quyet toan kip thai vai Kho bac nha 
mac. 

Dieu 12. Thanh toan chi phi don doan khach ntro'c ngoai vao lam viec 
tai Vi't Nam 

ChUng tir thanh toan bao 	Bang ke thanh toan kern theo Ke hoach 
don doan, der toan kinh phi da dugc Tong Thanh tra phe duyet, Chuang trinh, ke 
hoach lam viec thuc to tai Viet Nam, hoa don chUng dr hop le dm cac not dung 
(hoa dun tai chinh, bien lai thu tien, hop &mg, thanh ly nghiem thu hop dong, 
bang xac dinh gia tri khoi luting cong viec hoan thanh (neu co)...), Giay di 
dueng dm can 1)41) dugc cu tham gia doan vao, thap ding doan khach di tham 
quan, di tham va lam viec tai dia phuong. 

Danh sach doan khach vao (ghi ro ho ten, chirc danh); Danh sach khach 
dugc phe duyet tang qua; Danh sach can 110 cfra don vi tham gia don tiep doan, 
tham gia cac buoi lam viec; Danh sach CBCC, ngoai tham gia thuc hien nhiem 
vu dugc phe duyet chi tien boi duang phuc vu hoi nghi; Danh sach dai bieu, 
khach meyi phia Viet Nam dugc duyet tham dir tiec chieu dai, tiep khach (neu 
co). 

Doi 	h6a don thanh toan tien thue phong nghi phai phan anh day dir 
cac not dung: ten ngtroi sir dung phong nghi, so hieu phong nghi, tiled gian nghi, 
don gia phong ,nghi va tong so tien thanh toan (truerng hgp so tien thanh toan 
tren h6a don bang ngoai to phai dugc quy dai ra Viet Nam dtmg tai thai diem 
xuat h6a don). Truang hop tren Ma don khong the hien dugc het cac not dung 
neu tren thi phai kern theo bang ke chi tiet cac not dung neu tren c6 xac nhan cfra 
khach san, nha khach nth doan luu tru. 
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Van phong (phong Quan tri) phi hop Vu Hop tac Qu6c -t6 (hoac don vi 
chu tri) tap hop ho so, quyet toan chi phi cac ben ding thgc hien. 

Dieu 13. Thanh toil" chi phi h(ii nghi, hOi than 

Chung tit thanh toan bao g6m: bang ke thanh toan kem theo Ke hoach to 
chirc h6i nghi, dg toan kinh phi da &roc phe duyet, boa don, chirng tit hop le 
(hoa don tai chinh, bien lai thu tien, hop &rig, thanh 1y nghiem thu hop &mg, 
bang xac dinh gia tri khoi luting ding viec hoan thanh,(neu co)...). D6i cac 
dich vu, hang boa phuc vu h6i nghi, h6i thao, tap huan thuc hien 14T ket hop 
dOng yin don vi cung cap, nhu: in an, photocopy tai lieu; bien dich tai lieu; 
phien dich (dich noi, dich du6i); thue ch6 nghi, h6i truemg, thik 	don vi chit 
tri to chirc h6i nghi c6 trach nhiem phoi hop vii Van phong (phong Quan tri) 
thuc hien viec Iva chon va 147 ket hop &rig voi don vi cung cap theo quy dinh 
cira phap luat hien hanh. Tru6ng hop phat tien cho cac dai bieu tham du h6i 
nghi, phai lap bang ke chi tien cho ngir6i tham du (Phu luc so 12). 

Viec thue ngoai bien dich tai lieu, phien dich dirgc thuc hien, thanh toan 
teen co s6 hop dong 1c5f ket v6i don vi c6 chirc nang cung *rig dich vu, hoac ca 
nhan c6 kha Wang dap irng yeu cau (kern theo so yeu 13'T lich va ban photocopy 
bang cap phir hop c6 cong chimg hoac sao y ban chinh theo quy dinh cua phap 
luat hien hanh). 

Trirang hop sir dung can b6 cong chirc dm don vi hoac can b6 cong ch*c 
cac cuc, vu, don vi khac thuc Co quan Thanh tra Chinh phir thuc hien cong tac 
bien dich tai lieu, phien dich thi dugc thanh toan toi da bang 50% mire chi bien 
dich, phien dich thue ngoai quy dinh tai Thong to s6 71/2018/TT-BTC ngay 
10/8/2018 dm B6 Tai chinh quy dinh the do ti6p khach nuot ngoai vao lam viec 
tai Viet Nam, the d6 chi to chuc h6i nghi, h6i thao quOc to tai Viet Nam va the 
d6 tie'p khach trong ntrac va cac van ban sira doi, bo sung (n6u co) dm Nha 
mr6c. Thu truong don vi c6 trach nhiem de xuat ve viec thanh toan chi phi bien 
dich, phien dich bao dam tiet kiem, hieu qua dung ngtr6i, dung viec. 

Dieu 14. Thanh toan chi phi mua sam, bao dtro.ng, 	chfra tai san 
cong 

1. Mua sam trang thik bi van phong ( may tinh, may in, ban gh6, tu, may 
buy tai lieu...), hang hoa, vat to dung cho cong tac chuyen mon. 

Chung tir thanh toan bao g6m: Gidy de nghi thanh toan kern theo guy& 
dinh hoac van ban cira cap c6 tham quyen phe duyet; giay de nghi mua sam cua 
cac cuc, vu, don vi c6 nhu cau; bien ban kiem tra, dank gia tai san; hoa don, 
chUng tin hop le; hop d6ng, thanh 15r, nghiem thu hop dong (neu co), bang xac 
dinh gia tri khoi luting cong viec hoan thanh (neu co). Rieng mua sam trang thi6t 
bi van phong can bo sung them bien ban thu hoi tai san cu h6ng, killing sir dung 
dirgc; bien ban ban giao tai san cho don vi sir dung, giay bao hong, mat tai san, 
cong cu dung cu ( Phu luc so 10). 

Trirong hop mua sam, bao throng, sira china tai san cong thong qua Au thau, 
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chirng tir thanh than kern theo toan b8 ht:, so du thdu. 

2. Bao &fang, sira china thuong xuyen tai san cong: 

Chung tin thanh toan bao g'Om: Bang ke thanh toan kern theo quyet dinh ho'ac 
van ban phe duyet caa cap co than quyen; ice hoach bao duo'ng,,sira chila; du toan 
kinh phi dugc phe duyet; giay nghi bao tri, sira chera, thay the (neu la tai san ca 
nhan sir dung); boa don, chang tin hop le; hop clung, thanh 15T, nghiem thu hop 
clung (neu co), bang xac dinh gia tri khoi luong cong viec hoan thanh (neu co)... 

2.1. Bao &fang, sira chi:fa dog trinh, thiet bi cong trinh xay dung 

- Dt)i voi truZing hop sira chita cong trinh, thiet bi cong trinh xay dung c6 
du toan chi phi sira chila chroi 500 trieu Tong: Quyet dinh phe duyet ke hoach 
sira chita, trong do thuyet minh day du cac not dung: Tieu chuan dinh mac kinh 
to - ky thu4t bao clueing, sira china; ten tai san cong can bao dueing, sira chem.; 
thoi gian bao clueing, sira chila tai san cong gan nhat; ly do,muc tieu, kh8i lucmg 
bao &fang, sira chua tai san cong; kinh phi phan bo; du kien tiled gian thuc hien 
va th6i gian hoan thanh. 

- D8i voi treeing hop sira china cong trinh, thiet bi cong trinh xay dung c6 
du toan chi phi sira china ti 500 trieu clung tra len: To chirc lap, trinh tham dinh 
va phe duyet bao cao kinh to k"ST thu'at hoc du an dau to xay dung theo quy dinh 
cua phap lu'at ye dau to xay dung cong trinh. 

2.2. Bao clueing, sira chita xe o to: Can ca gidy de nghi sira chita, thay the 
phu tang xe 6 to cua ldi xe (Bieu man so BM.VP 04.07 - Quy trinh quail VT, sir 
dung xe o to tai Quyet dinh se) 303/QD-TTCP ve viec ban hanh va ap dung He 
th8ng quail ly chdt lucmg pha hop voi tieu chudn qu6c gia,TCVN 9001:2015), 
phong Quan tri kiem tra, de xudt phuang an sira china, thay the va lap du toan kinh 
phi trinh cap c6 than quyen phe duyet; bien ban nghiem thu phai c6 xac nhan dm 
lai xe. Truong hop xe bi h6ng clOt xuat tren clueing di hoac trong thei gian clang 
cong tac,tai dia phirong ngoai dia diem clung tru co quan, can phai thay the, sira 
china thief bi, phu tang de xe c6 the float dOng, lai xe phai bao cao Truang phong 
Quan tri va phuong tien, Labh dao Van phong phu trach. Giay de nghi sira chira, 
thay the thiet bi xe phai ghi ro VT do sira chaa, thay the c6 xac nhan cua truang doan 
hoc nguiii di cong tac. 

Dii&I 15. Thanh toan van phong phain 

- Van phong phdm khoan cho can b'8, cong chirc, thuc hien theo dinh mac 
quy dinh tai quy the chi tieu not b8 dm co quan, chi tra hang thang ding hieing 
qua the ATM cila can be), cong chic. Lanh dao Thanh tra Chinh pha khong thuc 
hien khoan, thanh toan theo nhu cau thuc to sir dung. 

- Van phong phdm khoan sir dung chung cho cac cac, vu, don vi thuc hien 
theo dinh mac quy dinh tai quy the chi tieu not b8 dm co quan, chi tra cho cac 
don vi bang tier' mat vao thang dau mOi 

- Van phong phdm phuc vu cac don vi phat sinh t'6 chirc hoi nghi, hOi thao 
hoc ban hanh cac van ban quy pham phap 1uat, bao cao c6 so lugng tai lieu lOn 
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can in an: Van phong TTCP (Ph6ng Hanh chinh) c6 trach nhiem thvc hien in an 
theo yeu cau cua don vi. Can cur de nghi cUa don vi chit tri to chirc hOi nghi, hOi 
thao hoac chit tri soan than van ban quy pham phap luat, phong Hanh chinh thgc 
hien mua sam giay in theo th-krc to six dung. Trireng hop so lirgng tai lieu 
photocopy in an can dam bao tien dO theyi gian ma Phong Hanh chinh coy kien 
khong dap Ung kip, don vi chit tri hoi nghi, hOi thao hoac chit tri soan thao van 
ban quy pham phap luat, bao cao c6 the flux hien theo hinh thirc thue dich vu in 
an. Mire khoan chi thue ngodi in an toi da 250 dong/trang A4 (in mot mat), hoac 
t6i da 400 ang/ter A4 (in hai mat). 

- Chang tir thanh toan bao 	Gidy de nghi da dcm vi (coy  kin cua 
Phong Hanh chinh), 01 ban tai lieu photocopy, Bien ban ban giao xac nhan so 
lirong ban photocopy voi don vi dich vu in an; hop gong in an tai lieu (neu c6) 
\fa hoa dun, bang xac dinh gia tri khoi ltrong cong viec hoan thanh (ne'u co). 

Di&I 16. Thanh town nhien lieu 

Chung tix thanh toan bao 

- Thanh toan bang chuyen khodn: Gidy thanh toan cua phong Quan tri (Van 
phong TTCP) kern theo bang tong hop phieu nhan xang (ken the() phial nhan 
xang dau), hop gong, h6a dun tai chinh, bang xac dinh gia tri khoi lugng cong 
viec hoan thanh (neu co) cita don vi cung cap xang dau. 

- Thanh toan bang tien mat: Bang ke chimg ti r nghi thanh toan tien xang 
dau (Phu luc 8) c6 xac nhan dm lath dao phu trach kern theo that trinh xe (Phu 
luc 07) c6 xac nhan cua ngtroi six dung xe ye so km da chay, not di, not den, 
trinh to tiled gian va &rot ph6ng Quart tri va Lanh dao Van phong phe duyet; giay 
di &rang. 

Di&I 17. Thanh toan chi phi thue 

Thue xe o to: Co quan chi thue xe O to trong triremg hop can thi6t 

Ching tit thanh than bat), 	Gidy nghi thue xe 	Phong Quan tri 
trinh lanh dao Van phong quyet dinh, hoa don, hop (tong, Bien ban nghiem thu, 
thanh 15T hop dOng, lich trinh xe (co xac nhan cua ngired sir dung xe), bang xac 
dinh gia tri khoi ltrong cong viec hoan thanh (neu co). 

Thue chuyen gia, lao dOng trong ntroc 

Ching tix thanh toan bao 	hoach hoac van ban da dirqc cap thdm 
quyen phe duyet, di,r toan kinh phi dtxqc phe duyet, hoa don, hop &mg, nghiem 
thu thanh 13'T xac than ket qua cong viec, bang xac dinh gia tri kh6i lirong ding 
viec hoan thanh (neu co). 

DO'i \Teri nhiem vu thuOc trach nhiem cua cad cue, vu, don vi trgc tip thue 
chuyen gia, thu triroug don vi thue (don vi dux hien) phoi hop vai Van phong 
(don vi thanh toan) 14,  hop dong \fa chiu trach nhiem ve tinh dung dan dm hop 
deng da k3'T. 

Di'eu 18. Thanh toan tip khach trong nu•6c 
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Mire chi tier) khach thgc hien theo Thong  to so 71/2018/TT-BTC ngay 
10/8/2018 dm BO Tai chinh quy dinh the dO tiep khach nu6c ngoai vao lam viec 
tai Viet Nam, the dO chi to eh& hOi nghi, hOi thao quoc to tai Viet Nam va the 
d'6 tiep khach trong  nuoc. Cu  the nhu sou: 

- Chi giai khat: Mirc chi: 30.000 dOng/buffii (nira ngay)/ngued. 

- Chi, mad cam: Muc chi mei cum: 300.000 di:3ng/sudt (dal bao 	dO 
uong). Tham quyen quy dinh,doi tugng  dugc moil cam: Lanh dao Thanh tra 
Chinh phe duyet cu  the doi tugng  khach dugc moil cam trong  tang  truing  
hop cu  the, phi.' hop voi tang  doan, tang  hang  khach, dam bao tiret kiem, hieu 
qua. 

- Chung  to thanh toan bao 	Gidy de nghi thanh toan kern theo ke 
hoach tiep khach dal dugc lath dao Thanh tra Chinh phU phe duyet, hoa dan, hgp 
&rig, Bien ban nghiem thu, bang  xac dinh gia tri khoi lugng  cong  viec hoan 
thanh (neu co). 

Dieu 19. Thanh toan lam them gib,  

Chung  tilt thanh toan bao 	Gidy de nghi thanh toan kern theo gidy bao 
lam them giey (Phu  luc 3), bang  chdm cong  lam them gi6 (Phu  luc 4). 

Truang  hop nguoi lao dOng  lam them tren 200 gi6 den 300 gior trong  01 
nam, phai kern them van ban cho ca quan chuyen anon ve lao dOng  theo quy 
dinh tai Khoan 2. Dieu 3. Nghi guy& 17/2022/UBTVQH15 ngay 23/3/2022 
cua Uy ban Thuemg  vu  Quoc 

Thu truang  cac vu, cue, dan vi chi be') tri lam them giey deSi voi nhfing  viec 
dOt xuat, viec c6 yeu cau gap ve tiled gian. Giay de nghi thanh toan lam them gier 
co xac,nhan 	thu tnx6ng  don vi, trinh lanh dao Thanh tra Chinh 	phu  trach 
truc tiep hoac Chanh Van phong  phe duyet. 

Dieu 20. Thanh toan cac khoin khac 

Thanh toan tien luang, phu  cap luang, tien thu6ng, phuc lgi tap the, chi 
thong  tin tuyen truyen, din nu6c....thuc hien theo the dO quy dinh hien hanh. 
Phong  Tai vu  chu d'6ng  phoi hop \Ted cac phong, don vi thuc hien kip then tren 
ca sa dam bao nguyen tac tai chinh, dam bao quyen lgi cua can bO, cong  chirc 
va dap Ung  hoat dOng  cUa co quan don vi. 

Chtro'ng IV 

TO CIIffC THVC HIEN 

Dieu 21. Trong qua trinh thuc hien, neu cac van ban dugc dan chieu a OP 
dung  trong  Quy the nay dugc siya doi, bo sung  hoac thay the bang  cac van ban 
m6i thi cac not dung  dugc dan chieu ap dung  theo cac van ban mad do. Cac not 
dung  khac chua quy dinh trong  Quy the nay dugc thus hien theo the dO hien 
hanh 	Nha nuot;  neu phat sinh 	khan, vuong  mac, de nghi cac vu, cuc, 
dan vi, ding  chik, vien chirc, ngued lao Ong  Ca quan Thanh tra Chinh phil kip 
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thoi phan anh ye Van phong (phong Tai vp) de bao cao Tong Thanh tra Chinh 
phti xem xet, kip theyi di'eu chinh, bO sung cho phu hop, dimg quy dinh. 

Dieu 22. Thu truong cac cuc, vu, don vi có trach nhi'em phO Nen, quan 
triet va to chirc thgc hien Quy the nay den toan the can bO, con chirc, ngued lao 
dOng trong don vi dam bao tiet kiem, hieu qua, chong lang phi. 

KT.TONG THANH TRA 
PHO_TONG THANH TRA 



Phu lye 1 

Don vi. 	 Mau so C42 — HD 

(Ban hanh kern theo Thong tt• 107/2017/TT- BTC 
ngay 24/11/2017 cna BO Tai chinh 

GIAY DE NGHI TAM UNG 

Ngay 	thang 	nam 

Kinh gi:ri • 	  

Ten toi la • 	  

Bo phan (hoac dia chi) • 	  

D'e nghi cho tam ung so tin • 	 (Vi6t bang chtl) 	  

Ly7 do tam ung • 	  

The• han thank toan • 	  

Thil truieng don vi Ke toan truii.ng 	Phu trach hi) ph4n 	Nguiri de nghi 

Duy"e't tam ling. 	(Kj2, ho ten) 	(Ky, ho ten) 	(Ky, ho ten) 

(Kj), ho ten) 

Ma QHNS• 	  



Do'n vi. 
	

Phu luc 2 
Ma QHNS• 	  

DV TOAN KINH PHI CHO DOAN CONG TAC 

Doan thanh tra 	  du town kinh phi dm doan nhu sau: 

STT N'ei dung 
, 

Dolt vi tinh 
,r, 	.. 

So ngtrol, 
doan 

A 	, 	", 
o, 	S 	ngay, lan Dinh Dpilt nun Thanh tin Ghi chi"' 

A B C 1 2 3 4=1*2*3 

1 Tien eking tic phi 

- Ngay lam viec Ngay 

- Ngay le, the( 7, Chil nhat Ngay 

2 Tan phimg ngii 
- Phong doi Phong 

- Phong coon Phong 

3 Ve may bay khti OA: 

- Doan Thanh tra LuTrt 

4 Yhturng tin dtra den tai san bay 

- Doan Thanh tra 2 chi.eu 

5 Chi phi khac 

Cong (1+2+3+4+5) 

SO tin. Wang chin 

Ha N0i, ngay 	thang nam 

CHANH VAN PHONG 
	

TRVONG DOAN 



Dun vi • 	 

136 phan • 	 

Ma QHNS: 

 

Phu luc 3 
MAu so: C08- HD 

  

GIAY BAO LAM THEM GI6 

Ngdy 	thang 	Warn 

s6• 	 

STT Ho va Dan vi Ngay 

thang 

Nhang 

tong vice 

da lam 

Thai gian lam them 

Tir 06' Den gief T6ng so gio,  

A B C D E 1 2 3 

NGUO1 LAP 
	

XAC NHAN CUA BO PHAN, THU TRIXONG DON VI 
(4, hc,  ten) 
	

PHONG BAN CO NGIfen 
	

(4, ho ten) 
LAM THEM 

(K3, 179 ten) 



Phu Ity 4 

Dun vi• 
	

Matt so C9 — HD 
BO phlan• 	  
Ma QHNS: 	  

BANG CHAM CONG LAM THEM GI6 

Thong 	nam 	 

s6. 	 

STT Ho va ten 
Ngay trong thang Ce•ng s6 gi6 lam them ,  

1 2 ... 31 
So gia 

clia ngc
,
iy 

lam viec 

SO gia ctia 
ngay thi

,
r bay, 

chicnhOt 

So gia gia clia 
nga 
 
	le, tet 

SO gia  lam 
dem 

A B 1 2 ... 31 32 33 34 35 

COng 

	

Ngay 	thong 	nam 

Ngtroi cham cong lam them 	Xac nha'n cua bo pha'n 	ThU trtro•ng dun vi 
(Ky, ho ten) 
	

(phong, ban) co 
	

(Ky, ho ten) 
ngtroi lam them 



Phu lty 5 

Dcm vi.  
	

Mau so C43 - BB 

Ma QHNS• 
	

(Ban hanh kern theo Thong tte 107/2017/TT- BTC 

ngay 10/10/2017 cita BO Tai chinh) 

GIAY THANH TOAN TAM trNG 

Ngay 	thong 	nom 	 

- Ho ten nguai thanh toan. 	  

- 13() phan (hoac dia chi)• 	  

- D' nghi thanh toan tam img theo bang dui day: 

Dien giai So tien 
A 1 

I. se') tin tam irng 

I. SO tam ung cac IcS7 tn.rac chua chi h6t 
2. So tam,imjf g k ,nay: 

- Phieu chi so 	ngay 	 
- Phi ett chi so 	ngay 	 

, 	- ,... 	, 
II. So tin a nghi thanh toan 

I. Chirng tir so 	ngay 	 
2. 	  

III. So thira tam img de nghi nOp tra lai 
IV. SO thi6u de nghi chi bo sung 

Thu trui:eng de• vi Ke toan trithng 	K6 toan thanh 	Ngu.?;ii de nghi 
(K.), ho ten) 	(4, ho ten) 	toan (Kj), ho ten) 	(4, ho ten) 



Phu luc 6 

GIAY DE NGHI THANH TOAN 

Ho \fa ten: 	  

Dan vi: 	  

[3, ' nghi phong Tai vu cho thanh town cac khoan sau: 

I. Cac khoan thanh toil' có hoi don: 

s6 
TT SO hoa don Ngay hoa don NOi dung A 	X So tien 

Ghi 

cho 

COng: 

II. Cac khoan thanh toan killing có hoi thin: 

1 	  

2 	  

COng. 	  

III. Tiing cong (I+II). 	  

Ha N 0i, ngay thang nam 

Thii tru•rng don vi 
	

Ngutoi a nghi 
hoc Trtrong doan thanh tra 

	 (Kg, ghi ro ho ten) 
(1(3"T, ghi ri5 ho ten) 



Phu luc 7 

THANH TRA CHINH PHU 
	

BM.VP.04.02 - Quyet dinh so 303/QD-TTCP 

NHAT TRINH XE THANG 	/20 

Ho va ten 	  S6 clang V 	  

Km cu6i thing 	  Km cfau thing 	 Km chay trong thing 	 

Xang thing truarc con 14i: 	 Xang linh: 	 Xang mua ngoai- 

Xang thgc to tieu thy: 	 Xang con 141 chuy'en thing sau: 	 Dinh 

Ngay 

thing 
Ngtroi va don vi sir dung xe Nal di A Nui den Km chuy 

Nguiri sir dung xe 

V (ghi ro hi? ten) 

Ngay... ..... thing 	 . nam 	 

Lanh duo Van phong 	 Lanh duo phimg Quin 
	 Lii xe 

phe duyet 
	

tri va Pim:mg tin 



Phu lnc 8 

BM.VP.04.02 - Quytt dint' s6 303/QD-TTCP 

BANG Id CHUNG 

BE NGHI THANH TOAN TIEN XANG 

Ten toi Id: 	  

Don vi cong the- 

Lai xe mang bi'en so: 	  

Trong thong 	 , toi da chay dtrqc 	 km 

(Cay so cuOi thong 	 ; Cay so dau thong 	 ) de 

phuc vu cong tac thanh tra (co nhat trinh xe kern theo). 

TOng so xang thgc to da tieu thy: 

Trong do: - SO' xang da linh tai kho ld: 	  

- SO xang da mua doc &Tong ld: 	 

De nghi Van phong TTCP cho thanh toan tien xang mua doc &rang theo bang 

Ice chi tit nhu sau: 

SO 
TT 

NGAY, 

THANG 

SO 
G CHU'NG 

Tit HOA 

DON 

NO! DUNG CHI 

SO 
LU'ONG 

(LiT) 

SO TIEN 

(BONG) 

T6ng cong s6 titn: 

TOng cong se') tin 6 nghi thanh toan (ghi bang chit). 	  

Ngay ..... thang 	n am 

Phu trach dun vi 
(Kg, ho ten) 

Ngay 	thong...... nom 	 

Ngui:ei de nghi 
(Kg, 119 ten) 



Phu luc 9 
Don vi- 	 Mau so C17 — HD 

Ma QHNS: 	  

BANG KE THANH TOAN CONG TAC PHI 
Thang 	nam 	 

STT Ho va ten 
Don 
vi 

Tien ye 
(tau, 

xe, ...) 

Tien thue 
phirang 

tien di lai 

Tien 
phu cap 
luu trii 

Tien 
phong 
nghi 

COng 
S6 tin da 
tam irng 

S6 nOp 
tra lai 

S6 tin con 
dirge nh4n 

K* 
than 

A B C 1 2 3 4 5 6 7 8 D 

COng x x 

Ttmg so tien (Vie't bang chil): 	  
(Kern theo.... chzing to g'ac: Ve, Giay chi throng, Hoa 

Ngay....thang....nam 

NGIJfl LAP 
	

KE TOAN TRU'ONG 
	

THU TRUIJNG DON VI 

ho ten) 
	

(K j"), ho ten) 
	

ho ten) 



Dun vi. 
	

Phu luc 10 

GIAY BAO HONG, MAT CONG CU, DUNG CU 

SO TT 

Ten cong cu, 

dung cu hong, 

mat 

Don vi 

tinh  

SO lu•ng 

bao hong, 

mat 

Thai gian 

sir dung 

(nam) 

14 do 

hong, mat Ghi chti 

COng: 

Ngtroi 14p 
ghi ra Ito ten) 

Phu trach hi) phian 
(K)"/, ghi ro ho ten) 

Ha Noi, ngay thang ;lam 

Thu trtrifrng don vi 
(1(3, ghi ro Ito ten) 



Phu hp 11 

BANG Kt THANH TOAN 

CONG TAC PHI KHOAN DOI VOI DOAN RA 

SO 
TT 

Ho va ten 

Niii dung 

Ghi chti Tien an 
va tieu 

vat 

Tien thue 
Phtrung 

tien 

Tien 
thue 

phong Wing 
cong iiir 

gong: 

Ngay...... 

Nguiri thtyc hien 	 Truivng doan 



Dan vi. 
	

Phu Luc 12 

Ma QHNS• 
	

Mau so C44-HD 

BANG Kt CHI TIEN CHO NGU'dI THAM DU' 

HOI NGHI, HOI THAO, TAP HUAN 

- NOi dung: 	  

- Dia di6m hOi thao (tap huan): 	  

- Thai gian lu)i thao: 	 ngdy, tir ngay  / / 	den ngdy. ./ ./ 	 

s6 

TT 

Ho va ten ChIrc 

vu 

Dan vi 

cong tac 

A 	. 7. e So ttn 
1(57 

nh4n 
Ngay Ngay.. 

•••• 
.... Tting so 

A B C D 1 2 3 4 E 

C'Ong x x X 

T6ng s6 nguai tham dix• 	  

T6ng s6 tien a chi (Vie't bang chit)• 	  

Ngay 	thOng 	nam 

Thii traerng dun vi 
	

Ngtroi 14p 

(K.), ho ten, long cleiu) 
	

(K)5, ho ten) 



Phu luc 13 

Mau so 08a 
Ma hieu• 	 
s6• 	  

BANG XAC DINH GIA TRI KHOI 	CONG VItC HOAN THANH 

(Ap clung dai veri cac khoan chi thtrang xuyen, chi str nghiep có tinh chrit thtr&ng xuyen, 
chi chtrang trinh muc tieu quac gia, chtrang trInh muc tieu sir dung kinh phi str nghiep) 

1. Don vi sir dung ngan sach• 	  

2. Ma don vi: 	 Ma ngutm• 	  

3. Ma CTMTQG, Du an ODA  • 

4. Can cir Hop d6ng s6 	14 ngay 	thang 	nam va phu luc hop d6ng s6 	ngay 
thang 	nam girra ten (dun vi sir dung ngan sach) va (nha cung cap hang h6a dich vu); gia tri hop 
d6ng Ira cac phu luc hop d6ng da 14: 

5. Can cir Bien ban nghiem thu ngdy thang 

	

	nam glib (dun vi sir dung ngan sach) 

va (nha cung cap hang Ma dich vu): 

Dan vi: Dang 

STT NOi dung cong v* 
Dan vi 

tinh 
SO 

lu•ng 
Don gia Thanh tien 

(1) (2) (3) (4) (5) (6) 

T6ng se 

6. Lily ke thanh toan kh6i lacing hoan thanh den cuei kY tru6c: 

Thanh toan tam img• 	 - Thanh toan truc tier 	  

7. S6 du tam Ung den cuei kY tru6c• 	  

8. S6 a nghi thanh toan ky nay: 	  

- Thanh toan tam Ung• 	 - Thanh toan truc ti6p• 	  

Ngay 	thang 	nam 	 

DAI DIEN NHA CUNG CAP 
	

DAI DIEN DON VI Sir DUNG NGAN SACH 

HANG HOA, DICH VU 
	

(K)5, ghi r5 ho ten va clang cat) 

ghi ro ho ten va clang cau) 
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