BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM

HQC VIEN HANH CHINH Poc lap - Tu do - Hanh phiic
QUOC GIA
Sé: F58 /QP-HCQG Ha Ngi, ngay 25 thdang 3 nam 2021
QUYET DPINH

Ban hanh Quy dinh tam thoi vé trinh tw, hd so, thi tuc thanh toan
mot s0 khoan chi ciia Hoc vién Hanh chinh Quéc gia

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Can cir Ludt Ngdn sdch nha nude sé 85/201 5/QHI13 ngay 25/6/2015;
Céin cir Ludt Ké todn s6 88/2015/QH13 ngay 20/11/2015;

Can cir Ludit Quan I, stk dung tai san cong sé 15/201 7/QH14 ngay 21/6/2017;
Can cir Quyét dinh s6 05/201 8/OD-TTg ngay 23/01/2018 ctia Thi tuong Chinh phi

quy dinh chirc nang, nhiém vu, quyén han va co cau to chire cua Hoc vién Hanh chinh
Quéc gia;

Can cir Thong tu so 71/2006/TT-BTC ngay 09/8/2006 cua B¢ Tai chinh hudéng dan
thuc hién Nghi dinh s6 43/2006/ND-CP ngay 25/4/2006 cua Chinh phu, quy dinh quyén
tw chi, tw chiu tréch nhiém vé thiee hién nhiém vu, t6 chirc bé may, bién ché va tai chinh
doi véi dom vi sw nghiép cong ldp,

Xét d@é nghi cuia Truong ban Ké hoach - Tai chinh.
QUYET PINH:

Piéu 1. Ban hanh kem theo Quyét dinh nay Quy dinh tam thoi vé trinh ty, hd so,
thu tuc thanh toan mét s6 khoan chi cia Hoc vién Hanh chinh Qubc gia, bao gdm:

1. Thanh toan cac khoan chi cho c4 nhan.
2. Thanh toan céc khoan chi vé& hang héa, dich vu.

3. Thanh toan dé tai nghién ciru khoa hoc; chinh sira, bién soan chuong trinh, gido
trinh, tai liu.

4. Thanh toan cac hoat dong chuyén mon.
Diéu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong, Truéng Ban Ké hoach - Tai chinh, Tha trudng cac don
vi thuge, truc thuge Hoc vién Hanh chinh Quée gia va cic don vi, ¢4 nhan ¢6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./ o

Noi nhin:

- Nhu Piéu 3;

- Giam dbc Hoc vién;

- Céac Phé Giam ddc Hoc vién (dé biét),;

- Cac don vj thude, truc thude Hoc vién (dé t/hién);
- Website ctia Hoc vién;

- Luu: VT, Ban KHTC




Hanh phic

Ha Noi, ngay 25 thang 3 nam 2021

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Twdo -

QUY PINH TAM THOI VE TRINH TU, HO SO, THU TUC THANH TOAN
MOT SO KHOAN CHI CUA HQC VIEN HANH CHINH QUOC GIA
(Ban hanh kém theo Quyét dinh so: F58 /OD-HCQG ngay 25/ 3 /2021

L. THANH TOAN CAC KHOAN CHI CHO CA NHAN

1. Thanh todn tién lwong, phu cip lwong, cic khoin hd trg, bd sung thu nhip va cic

cua Gidm doc Hoc vién Hanh chinh Québc gia)

khoin trich ndp theo lwong cho vién chire, nguoi lao dong (sau day viét tit 1a VC, NLD)

cac don vi du
toan truc thudc

Hoc vién

lam céin ¢ tinh lwong cho VC, NLD.

ngay 1é, ngay
nghi thi nop
vao ngay lam

viéc ke tiép)

Trach nhiém Trinh ty cic budc cong viée; Thoi han oy
STT = X i i X y Mau biéu
thue hién ho so, thi tuc thanh toin hoan thanh
I | Thanh to4n tién lwong hang thing qua thé ATM cho VC, NLD
- Ban Td chirc | Chuyén céc quyét dinh ting, giam vé
canbd Hoc vién; | nhan su; tang, giam vé hé sb luong, phu
- Phong T6 c¢ap luong cho Phong Tai vu - Ké toan o
Bl R . Khi c6 phat
1 |che - Hanh | (sau day viét tat 1a Phong TV-KT) lam v -
sin
chinh cac don | can ctr 1dp Bang dang ky quy luong nam
vi du todn truc | cua don vi va tinh luong hang thang cho
thuoe Hoc vién | VC, NLD;
Lép bang dang ky quy luong ndm trinh
Phong TV-KT trinh Thu truéng don vi du toan ky
2 duyét, giri Kho bac Nha nude noi don vi | Théang 01 01/QTHV
mo tai khoan giao dich (sau day viét tit
la KBNN);
- Céc Khoa, Ban Ngay ming 1
ciia Hoc vién; hang thang
Cic Phe (trwong hgp
" {5t RN Lap Bang cham cong giri Phong TV-KT |  trimg vao
3 |B6 modn cua 02/QTHV

Cép nhdp so li¢u tang, giam vao phén
mém luong, tinh todn va in cdc bang,
biéu:

- Bang luong ngén sach;

1

PR

20K

2D



- Bang tong hop luong bién ché;
- Bang tong hop luong hop dong:
- Bang truy linh tang luong;
- Bang tinh bao hiém; Theo mg}“
trong phén
- Danh sach déng 2% kinh phi cong mém ké toan
doan; Trude ngay
- Béo céo bién dong ting, glam tién mung 5
luong thang; hang théng
- Bang ké tach muc luong;
- Bang ké thanh toan lwong, phu cip, an
4 Phong TV-KT trua va ho trg;
. ) ) - Mau 09
- Bang thanh toan luong thang cho doi BpE
tugng thu hudng; Nghi dinh
11/2020/ND-CP
Lép thu tuc chuyén khoan kém theo day
du ho so thanh toan trinh Thu truong
don vi dy toan ky duyét, chuyén KBNN
(neu rat dy toan ngéan sach nha nudc) Trus g
hodc Ngan hang (néu thanh toan tir an
ngudn thu sy nghiép), bao gom: mung 8 hang
- Gidy rit dy todn ngén séch nha nudc; thang; C2-02a/NS;
- Uy nhiém chi (Ngan hang). i e i
Ngén hang
gt g 5 Y Trude ngay
Ngén hang chuyén lwong vao tai khoan ca 3
nhan ctia VC, NLD. ming 19
hang thang
II | Trwomg hop nhin sw méi tuyén dung:
M tai khoan cd nhén tai Ngan hang noi by ok Theo miu clia
don vi m& tai khoan giao dich; U3 nghy lim. | brg g
i vige ke tur
Vién chite méi Chuyén thong tin ve sO tai khoan c4 ngéty Suge
A 5 nhan cho Ké todn tién lwong dé lam tha | tuyén dung
uQC tyen | ¢ thanh toan tién luong hang thang;
dung
05 ngay lam o
. Ké khai To khai tham gia BHXH, |viée k& tx| oo
c
BHYT ngay  dugc & Jyps
& BHXH
tuyen dung
I | Truong hop nhin lrong bing tién mit (chwa ¢6 thé ATM)
; Trude nga
Nhéan luong truc tiép tai Phong TV-KT 5 g
VC,NLb (Th qug) mung 10 C41-BB
hang thang




2. Thanh todn tién lam thém gio

VAT T o §

Trach nhi¢m Trinh tw cic bwde cong viéc; Thoi han e T
STT : R 5 : : Mau biéu
thue hién ho so, thu tuc thanh todn hoan thanh
Lap ho so. chig tir thanh toan tién lam o
: B e o 1A 1a . | N8y mung 1
- Cac Khoa, | thém gio cua thang trudc lién ké gui 3 )
\ b X hang thang
Ban cua Hoc | Phong TV-KT, bao gom: g
vién; R : . (trwong hop
ey - Gidy dé nghi thanh toan bang chuyén . .
- Céc Phon Gy SR wrimgvao | o3p/qTHY
1 ] : fg’ khoan: 01 ban goc; ngay nghi,
BO mon oA | _ kv béio lam them gid: 01 banghe; | ngaylEshi | O04/QTHV
don vi du toan 1 o R Lo nop fdsir
trye thue Hoe - Bang cham cong lam thém gid: 01 ban goc; it 05/QTHV
g b Yo b gk vao ngay lam
vién - Bang thanh toan tién lam thém gio: 01 R
: F o viéc ké tiép) 06/QTHV
ban goc.
Tiép nhan, kiém soat hd so thanh toén;
Lap thu tuc chuyén khoan kém theo day
du ho so thanh toan trinh Thu trudng
don vi du toan ky duyét, chuyén KBNN
hoic Ngﬁn -hémg noi don vi mé tai | Truse ngay
khodn giao dich, bao gom: . :
mung 8 hang
2 | Phong TV-KT |- Giay rat du toan ngén sach nha nudc; théng; C2-02a/NS
- Uy nhiém chi (Ngén hang): Néu thanh Theo mAu cia
toan bang nguon thu su nghiép. Ngén hang
L . Trude ngay
Ngéan hang chuyén tien lam thém gio vao :
ti khoan c4 nhan ciia VC, NLD A TR g
. hang thang
3. Thanh tosn cic khodn hwéng ché 49 BHXH tré thay lwrong khi ém dau, thai sin
Trach nhiém Trinh tw cac bwéc cong viéc; Thoi han e
STT o % i > g g Mau biéu
thwe hién ho so, thu tuc thanh toin hoan thanh
Lap hd so thanh toan ché do BHXH giri
Phong TV-KT, bao gom:
- Truong hgp nghi thai san: Mau ctia Bo
+ Gidy khai sinh cua con: 01 ban sao; Tu phap
VC, NLP nghi L : s ; i
1 b it st + Gla?r cl:mng nhanﬂl‘ahau thuat, (trudng
S hgp dé mod) cua ngudi me: 01 ban sao; 15 ngay 1am

- Trudng hop nghi do ém dau, kham
thai, hut thai:

+ Phiéu hdi chan/Bién ban hdi chan (trudng
hop méc bénh dai ngay): 01 ban sao;

vige ké tir
ngay hét thoi
gian nghi 6m

dau, thai san

X »
Theo mau coa

cosdyteé
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+ Gidy ra vién déi véi truomg hop dicu tri
ndi tri hodc Gidy chimg nhan nghi viéc
huéng BHXH. Truong hop chuyén tuyén,
thi ¢6 thém Gidy chuyén vién: 01 ban sao;

+ Giéy ra vién hodc s0 y ba cua con
trong truong hop nghi chdm séc con

dm: 01 ban sao.

Tiép nhén, kiém soat h6 so thanh toén;

5 — .| 03ngaylam | MauOIB-HSB
, oy SO Lal') danh rsach dé nghi giai quyét hudng vide ké tir (Quyét dinh
on - & do, & i.san tri Y
g che’ dd, Oom .dau, t?lal 'san tfmh Tl:u ngay nhin & 166/QD-
truéng don vi du toan ky duyét chuyén hd so hop 18 BHXH)
co quan BHXH.
3 | Co quan BHXH duyét, chuyén tra tién vao tai khoan ca nhan cia VC, NLD
4. Thanh toén tién khen thwéng danh hiéu thi dua, khen thuwéng dot xuit
Trach nhiém Trinh ty ciac budc cong viée; Thoi han g ah
STT ot 5 1 Or 3 y Mau bieu
thue hién ho so, tha tuc thanh toan hoan thanh
- Ban T3 chie | L&P Gidy d& nghi thanh toan kém ho so
odin bb Hoe vidh: gui Phong TV-KT, bao gom: :
_ Phong Té | - Gidy dé nghi thanh toén (biing tién mét i 03a/QTHYV:;
I | ehitc - Hanh | hodc chuyén khoan): 01 ban gdc; I;h‘ i 03b/QTHV
: - phét sinh
chinh cac don | - Quyét dinh khen thudng cua cap céd
vi du todn truc thim quyén: 01 ban chinh; ]
thuge Hoe vién | _pano thanh toan tién thuémg: 01 ban gbc. 07/QTHV
Tiép nhén, kiém soat ho so thanh toan;
Truong hop thanh toan béng tién mait:
Lap phiéu chi kém theo ddy da ho so
= e L . C41-BB
thanh toan trinh Thu trudng don vi du
toan ky duyét, chuyén Thu quy chi tré;
Truomg hop thanh toan bang chuyén
2 | Phong TV-KT khoém:A Leflpq thfl tuc chuyén khoan kém g
theo day du ho so thanh toan trinh Thu 05 ngay lam
trudng don vi dy toan ky duyét, chuyén | Viéc ke tur
KBNN hoic Ngan hang noi don vi m¢ | ngay nhén du
tai khoan giao dich, bao gom: ho so hop 1¢
- Uy nhi¢m chi Kho bac; C4-02a/KB

- Uy nhiém chi (Ngin hang)

Theo mau cua

Ngan hang




IL. THANH TOAN CAC KHOAN CHI VE HANG HOA, DICH VU
1. Thanh todn tién dién, tién nuée

Trich nhiém Trinh ty cic budc cong viée; Thoi han Ay
STT y > 3 h . Mau biéu
thuce hién ho so, tha tuc thanh toin hoan thanh
Lap ho so thanh toan giri Phong TV- 03 ngay lam
Phong Quan tri | KT, bao gdm: viée ké tir
hodc don vi, ca selrsiche . 3 ngay nhan
ofc don VI, €3 | _ (4. 4k nghi thanh todn bing chuyén | "5 T
1 nhan dugc giao ; S} & duoc hoa don 03b/QTHV
: . | khoan: 01 ban goc; Rt
nhiém vy lap ho tai chinh cta
i - Hoa don tién dién, tién nuoc: 01 ban gbe. 9 cung ohp -
dich vu
Tiép nhan, kiém soét hd so thanh toén;
Lap thu tuc chuyén khoan kém theo day
da ho so trinh Thu truong don vi du
toan k)‘/ duy?t, chqyerg KBNN hgac 05 ngay lam
A Ngén hang noi don vi m¢ tai khoan giao ) :
2 | Phong TV-KT dich, bao gom: ; vige ké tu
- Gidy rit du toan ngan sach nha nudc; ng‘a_y nhan da C2-02a/NS
| 3 ho so hop 1€ =
- Uy nhié¢m chi (Ngan hang): Néu thanh Theo mau ctia
toan bang nguon thu su nghiép. Ngéan hang
2. Thanh to4n tién nhién liéu (xiing, diu)
Trach nhiém Trinh tw cac buéc cong viéc; Thoi han i
STT at 5 . < ; B Mau biéu
thwe hién ho so, thi tuc thanh todn hoan thanh
I | Trwong hop tam g
Lap hd so, thi tuc tam (mg chuyén
Phong TV-KT, bao gom: z
- : % A . Dau ndm
l Boixehose |- Gidy tam Ung ?{ang dau: 01 ban goc; ngéin séch 08/QTHV
Phone Quan tri | - 1¢ trinh; Quyét dinh chi dinh/lva chon | 105c khi c6
gQ " | don vi cung cap: 02 ban chinh; i 09, 10/QTHV
X : : . phét sinh
- Hop dong cung cap xang dau: 02 ban goc;
- 03 béo gid xing dau; i
Tiép nhén, kiém soét hd so tam Ung;
Trudng hop tam tng pé'ng tién mat: Lap i
phiéu chi kém theo hd so tam tmg trinh | 05 ngay lam
Thu }rufmg don vi du toan ky duyét, viéc ké tur C41-BB
2 | Phong TVKT chuyén Thu qu¥ chi tam u’ng‘; ngay nhan du
Trudng hop tam tng bang chuyén w0 ko 18
khoén:‘ Lap t}‘lfl tuc rat tam Umg kém e
theo day du ho so trinh Thu truong don C2-02a/NS;

vi du toan ky duyét, chuyén KBNN noi

don vi mo tai khoan giao dich.
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Il | Thanh quyét toin tién xiing, dau
Lap ho so, thi tuc thanh quyét toan g
Phong TV-KT, bao gdm:
- Truong hop mua lé xang, dciu trong
cac dot di cong tdc hodc dot xuat:
+ Gidy @& nghi thanh toan bang tién mat
hodc chuyén khoan: 01 ban goc; 03a, 03b/QTHV
+ Gidy dé nghi st dung xe 0 t0: 01 ban chinh;
+ Bang ké st dung méy nd (néu thanh Theo méu cla
toan dau): 01 ban goc ; Vin phong
+ Lénh diéu xe: 01 ban g_éc;
+ Thong béo cit dién (truong hop Quyét Theo mau cua
toan dau chay may no): 01 ban chinh; bén cung cip
+ Nhat trinh xe: 01 ban gdc; 11/QTHV
- Truong hop gid tri hop dong mua | 03 ngay lam
xdang, ddu khong qud 50 triéu dong viée ké tir khi
+ Gidy dé nghi thanh toan hodc Gidy | nhdndugc | 03a, 03b/QTHV
thanh toan tam mg: 01 ban gbe; hoa don tai | }osc C43-BB
1 3 e + 03 bdo gié cia 03 nha cung cAp; o B
A Hop dd hanh ly hop dd , s
+ Hop dong, t y hop dong cung L A
cép xang dau: 02 ban goc; xang, dau 16, 17/QTHV
G - o Lk hodc 03 ngay
+ Gidy dé nghi sir dung xe (? .to: 01 ban chinh; lam viéc ké Theo miu ciia
+ Lénh diéu xe: 01 ban gbc; tir ngay l4i xe | Yan phong
+ Nhit trinh xe: 01 ban gbc; hoanthanh | 1,5y
! dot cong tac i g
+ Bang ddi chiéu xang dau: 01 ban chinh; gy C}la
bén cung cap
+ Hoéa don xéng, dau: 01 ban gbc; g
+ Bang quyét toan xang dau: 01 ban géc; 12/QTHV
+ Bang xéc dinh gid tri khoi lugng cong Mau 08a
vi¢e hoan thanh (néu rut dy toan ngan Nghi dinh
sach): 01 ban goc; 112020/ND-CP
- Trueomg hop gid tri hop dong mua xéng, dau trén 50 triéu dong: Ho so; thil tuc
liea chon dom vi cung cdp nhie muc 4.2 phan I1 (trang 7 - trang 10) quy dinh nay.
Tiép nhén, kiém tra hd so thanh toan;
e 2 - i 05 ngay lam
Lap phicéu chi tiecn mat hodc phiéu thu vide ké tir
2 Phong TVAKT | hoan tmg kém theo hd so thanh toan trinh ¥ AR C41-BB;
Tht truomg don vi dy todn ky duygt | "€y mendLl
chuyén Thu qu§ chi tra hodc thu hoan tmg; ho so hop 1§




Trudng hop thanh todn bing chuyén
khoan: Lap thu tuc thanh todn tam Ung
kém theo ddy du hé so trinh Thu truéng
don vi du toan ky duyét, chuyén KBNN
noi don vi mé tai khoan giao dich.

C2-03/NS

. Thanh todn tién vé sinh méi trwong

Triach nhiém Trinh ty cic budc cong viée; Thoi han i
STT 2 M ) I ‘ ; Mau bieu
thue hién ho so, thi tuc thanh toan hoan thanh
Léap ho so thu ;tuc thanh toan gui Phong 03 aghy 1hns
Phong Quan trj [ 1Y-KT, bao gom: vige ké ti
1 hodcdonvi | - Gidy dé nghi thanh toan bang chuyén vl
aipndi : y g : g chuy ngay nhén 03b/QTHV
duoc giao 1ap ho | khoan: 01 ban goc; dugc héa don
sothanhtoan | - Uy nhi¢m thu cua Cong ty méi trudng: | tai chinh cua
01 ban goc; Ca e
- ong ty moi .
- Hoéa don tién dich vu vé sinh méi -
truémg: 01 ban g e
g: goc.
2 | Phong TVKT

Trinh tu, thii tuc nhuw diém 2 muc 1 phan II (trang 5) quy dinh nay

4. Thanh todn tién vit tw, vin phong phim
4.1. Truwong hop khodn vin phong phim

Trach nhiém Trinh tw cdc budc cong viée; Thoi han & uip
STT F % - A z Mau biéu
thue hién ho so, thu tuc thanh toan hoan thanh
Hang quy, lap danh sach khodn van | Trudc ngay
phong phidm ciia cac don vi thude, truc | ming 5 cua
1 k ) 2 & A 4 13/QTHV
thudéc theo mirc khoan trong Quy ché | thang dau
chi tiéu ndi bd cua don vi; quy sau
Lap tha tuc chuyén khoan (theo tai khoan
i cua nguoi dai dién cho timg don vi) trinh
PR IVEL | Thi twuomg dom vi-dw t0dn kY duét, | Truge ngay
chuyén KBNN hoic Ngan hang noi don vi mung 10 ciia
2 mé tai khoan giao dich, bao gdm: thang diu
- Gidy rut du toan ngén sach nha nudéc; quy sau C2-02a/NS
- Uy nhiém chi (Ngan hang): Néu thanh Theo méu cia
todn tr ngudn thu sy nghiép. Ngén hang
4.2. Péi véi vt tuw, vin phong phim chua thuwe hién khodn
Trach nhi¢ém Trinh ty cdc budc cong viéc; Thoi han

STT

thwe hién

hd so, thii tuc thanh to4n

hoan thanh

X A
Mau biéu

Lép hd so thanh toan giri Phong TV-KT:

- Truong hop gid tri mua sim khong qud
05 triéu déng, hé so thanh todn g&m:
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Pon vi, ca
nhan duge giao
nhiém vu mua
sdm vat tu, van

phong pham

+ Gidy dé nghi thanh toan (bing tién mat
hodc chuyén khoan): 01 ban gbc;

+03 béo gid cua 03 nha cung cap;

+ Hoa don tai chinh: 01 ban gdc.

- Truong hop gid tri mua sdm trén 05
triéu dong dén 50 triéu dong, ho so
thanh todn gom:

+ Gidy dé nghi thanh to4n bang chuyén
khoan: 01 ban gbc:

+ 03 béo gid ctia 03 nha cung cép;

+ Hop dong; Bién ban nghiém thu, thanh Iy
hop dong: 02 ban gbc;

+ Hoa don tai chinh: 01 ban gbc;

+ Bang xéc dinh gia tri khdi luong cong
viéc hoan thanh (néu rit du todn ngén
séch): 02 ban gde; :

- Truomg hop gid tri mua sim trén 50 triéu
déng dén 100 triéu dong (dp dung quy trinh
chi dinh thau it gon), hé so thanh todn gom:

+ Gidy dé nghi thanh toan bing chuyén
khoan: 01 ban gbc;

+ To trinh, Bdo cdo tham dinh, Quyét dinh
phé duyét ké hoach lua chon nha thau: 02
ban chinh;

+ Thuong thio hop dong: 02 ban gbc;

+ T trinh phé duyét két qua lya chon nha
thAu: 02 ban chinh;

+ Bdo céo tham dinh két qua Iya chon nha
thau: 02 ban chinh;

+ Quyét dinh phé duyét két qua lua chon
nha thau: 02 ban chinh;

+ Hop dong; Bién ban nghiém thu, thanh ly
hop ddong: 02 ban gbc;

+ Bang xéc dinh gia tri khéi lugng cong
viéc hoan thanh (néu rit dy toan ngan
séch): 02 ban gbc;

+ Hoa don tai chinh: 01 ban gbc

03 ngay lam
viée ké tir
ngay nhéan

duoc héa don
tai chinh cua
don vi cung

cap

032/QTHV;,
03b/QTHV

03b/QTHV

16, 17/QTHV

Mau 08a
Nghi dinh
11/2020/ND-CP

03b/QTHV

38,39,40/QTHV

15/QTHV

Mau 46/QTHV

Mau 05 TT
19/2015/TT-
BKHDT

Mau 47/QTHV

16,17/QTHV;

Mau 08a
Nghi dinh
11/2020/ND-CP
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- Truong hop gid tri mua sdm trén 100
triéu dong dén 200 triéu dong (dp dung
quy trinh chao hang canh tranh rit
gon), hé so thanh todn goém:

+ Gidy dé nghj thanh todn bing chuyén
khoan: 01 ban gc;

+Bén yéu ciu béo gia: 02 ban chinh;

03b/QTHV

+ T& trinh, Quyét dinh phé duyét ban yéu
cu béo gia: 02 ban chinh;*

Mau 05 TT
11/2015/TT-
BKHDT

+03 bdo gia ctia 03 nha cung cép;

41,42/QTHV

+Béo c4o két qua thim dinh gid: 02 ban chinh;

+Tor trinh, Béo cdo thim dinh, Quyét dinh phé
duyét KH hya chon nha thiu: 02 ban chinh: -

Mau cia don
vi thim dinh

+ Thuong thao hgp dong: 02 ban gic;

38,39,40/QTHV

+ To trinh, Quyét dinh phé duyét két qua
lua chon nha théu: 02 ban chinh;

15/QTHV

+ Béo cao thim dinh két qua Iya chon nha
théu: 02 ban chinh;

46, 47/QTHV

+ Hop ddng; Bién ban nghiém thu, thanh ly
hop ddng: 02 ban gbc;

Mau 05 TT
19/2015/TT-
BKHDT

+ Bang xéc dinh gia tri khéi luong cong
viéc hoan thanh (néu rat dy toan ngan
séch): 02 ban gbc;

16,17/QTHV;

+ Hoa don tai chinh: 01 ban gbc;

Méu 08a
Nghi dinh
11/2020/ND-CP

- Truong hop gid tri mua sim trén 200 triéu
dong dén 02 ty dong (dp dung quy trinh
chao hang canh tranh thong thuomg), hé so
thanh todn gom:

+ Gidy d& nghi thanh todn béng chuyén
khoan: 01 ban gbc;

+Hd so yéu céu chao hang canh tranh;

03b/QTHV

+ T& trinh, bao cdo thdm dinh, Quyét dinh
phé duyét hd so yéu cau: 02 ban chinh;

M3au sb 04 TT
11/2015/TT-
BKHDT

43,44 45/QTHV
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+ T& trinh, Béo cdo thim dinh, Quyét dinh
phé duyét ké hoach lua chon nha thau: 02
ban chinh;

+ Ho so dé xudt cta ttmg nha thau: 01 ban
gbc:

+ Béo cdo danh gia ho so d& xudthd so du
thau: 02 ban chinh;

+ Thuong théo hop dong: 02 ban gbc;

+ To trinh, Quyét dinh phé duyét két qua
lwa chon nha thau: 02 ban chinh:

+ Béo céo thdm dinh két qua lua chon nha
thAu: 02 ban chinh;

+ Hop ddng; Bién ban nghiém thu, thanh ly
hop dong: 02 ban goc; .

+ Bang xac dinh gi4 trj khéi luong cong
viée hoan thanh (néu rit du toan ngn
sach): 02 ban gbc;

+Hoa don tai chinh: 01 ban géc

38,39,40/QTHV

Miusd 01 TT
23/2015/TT-
BKHDT

15/QTHV

46, 47/QTHV

Mau 05 TT
19/2015/TT-
BKHDPT

16,17/QTHV;

Miu 08a
Nghj dinh
11/2020/ND-CP

- Truong hop gid tri mua s_*t‘fm trén 02 t dong: Thuc hién theo quy dinh ciia
Lugt Diu thiu, Nghi dinh 63/2014/ND-CP ciia Chinh phii.

Phong TV-KT

Lam thu tuc nhdp kho vét tur;

Khi tiép nhan

18/QTHV

Tiép nhan, kiém sot hd so thanh toan;

Truomg hop thanh todn bing tién mit:
Lap phiéu chi kém theo ddy du hd so
thanh toan trinh Thu truéng don vi du
toan ky duyét, chuyén Thu quy dé chi
tra;

£l

Truong hop thanh toan bang chuyén khoan:
Lap thu tuc chuyén khoan kém theo diy du
hd so' thanh todn trinh Thu trudng don vi dy
toan ky duyét, chuyén KBNN hodc Ngan
hang noi don vi mé tai khoan giao dich, gdm:

- Gidy rat dy toan ngan sach nha nudc;

- Uy nhiém chi (Ngén hang): Néu thanh
toan tir nguodn thu su nghiép.

05 ngay lam
viée ké tir
ngay nhan du
hé so hop 16

C41-BB

C2-02a/NS

Theo mau cia
Ngin hang
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5. Thanh toan tién thong tin, lién lac
5.1. Cwéc phi dién thoai cé dinh

Trach nhiém Trinh tw cic bude cong viée; Thoi han o tirm i
STT ’ x : ) ¥ ¥ Mau biéu
thwe hién ho so, thi tuc thanh toin hoan thanh
.| Lap hd so thanh toan gii Phong TV-KT, | 03 ngay lam
Phong Quan tri 2 s
- | bao gom: viéc ke tur
hoac don w1 i 4 5 i
1 |duge giao p |° Gidy dé nghi thanh toan bang chuyén | D84y nhan alivideirry
x| | Khodin: 01 bin abe: héa don cta Q
hi | sol thighlig SRR DR EOG
tod don vi cung
oan . TR 3 £ >
- Hoa don tai chinh: 01 b.an goc. chp -
2 | Phong TV-KT Trinh tw, thii tuc nhw diém 2 muc 1 phan II (trang 5) quy dinh nay

5.2. Tién khodn dién thogi (doi v6i nguoi lao dong cd tiéu chudn duwgc hwong)

Cin ctr dinh mrc khoan tién dién thoai cb dinh, dién thoai di dong theo Quy ché chi tiéu ndi
bo cta don vi, Phong TV-KT thyc hién chi tra vao tai khodn c4 nhén cua VC, NLD cung véi ky
thanh toan tién luong hang théng. ‘

5.3. Cwdc phi buu chinh

STT

Trach nhiém
thue hién

Trinh tw ciac bwéc cong viée;
ho so, thii tuc thanh todn

Thoi han
hoan thanh

-y R
Mau biéu

Pon vi, ca nhan

Lap hd so thanh todn gui Phong TV-
KT, bao gém:

03 ngay lam
viée ké tir

ngay nhan

dueo. gineidi| - Gidy dé nghi thanh toan (bing tiém 03a/QTHV;
L |15 s thagh | mét hodc chuyén khoan): 01 ban gbe; | dwochdadon |  o3p/QTHV
todn dich vu cua
0 : y
- Hod don cude phi buu chinh: 01 ban goc; don V} cung “
cap
Tiép nhén, kiém soat hd so thanh toan;
Trudng hop thanh todn bing tién mit:
Lap phiéu chi kém theo ddy du hd so :
thanh toan trinh Thu truéng don vi du C41-BB
toan ky duyét, chuyén Thu quy chi tra;
Truomg hop thanh toan bing chuyén khoan: | 05 ngay lam
2 | Phong TVKT | Lép thil tuc chuyén khoan kém theo day da |  viée ke tir
hd so thanh toan trinh Thu truéng don vidu | ngdy nhan
toan ky duyét, chuyén KBNN hodc Ngén | day du hd so
hang, bao gom: hop 18
- Gidy rut du toan ngéan sach nha nuée; C2-02a/NS
- Uy nhi¢ém chi (Ngén hang): Néu thanh Theo mau cia -
todn tir nguon thu su nghiép. Negén hing
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5.4. Chi mua sdch, bdo, tap chi, dn phim phuc vu nhiém vu chuyén mon

Trach nhiém Trinh tw cic bwéc cong viée; Thoi han 2
STT 3 = . > y Mau bieéu
thuwe hién ho so, thi tuc thanh todn hoan thanh
Lap hd so thanh toan gui Phong TV-
KT, bao gom:
- Gidly dé nghi thanh toan bang chuyén
sk b e 03b/QTHV
gee khoan: 01 ban goc; —_
1 Pon vi, ca 03 ngay lam
nhan dugc giao | - Danh muc sich, béo, tap chi dugc phé vide k& tir
nhiém vy dat | duyét: 01 ban gdc; ngay nhén
mua sich, bdo, | _ 3 a0 gid ctia 3 don vi cung cép; dugc héa don .
tap chi, 4n P o a ’
» o - T& trinh, Quyét dinh chi dinh don vi t;‘ Chlf‘h i BT
E cung cép: 02 ban chinh ; e Vj b o :
3 cap B
- Hop dong; bién ban nghiém thu, thanh Nhu mau 16,
Iy hop ddng: 02 ban gbc: 17/QTHV
- Bang xdc dinh gia tri khdi luong cdng Miu 08a
viéc hoan thanh (néu rat dy toan ngan Nghi dinh
sach): 02 ban gdc; 11/2020/ND-CP
- Hod don tai chinh: 01 ban géc -
2 | Phong TV-KT Trinh tw, thii tuc nhw diém 2 muc 1 phan IT (trang 5) quy dinh nay
6. Thanh toin tién hdi nghi, hdi thio
Trich nhiém Trinh ty cic bwéce cong viée; Thaoi han ik
STT : x ) , Mau biéu
thue hién ho so, thi tuc thanh todn hoan thanh
Lap hd so thanh toan giri Phong TV-
KT, bao gbm:
; - Gidly dé nghi thanh toan (bing tién mat 03a/QTHV;
Pon vi dugc : Y :g 3 ( ;g 10 ngay lam 2
: oL hodc chuyen khoan): 01 ban goc; i . 03b/QTHV
| |8 nhiém vy - i vige ke tir
chi ti t chie | - TO trinh, ké hoach t6 chirc hdi nghi, ngdy b chise
hoi nghi, héi thio hoi thao dugc phé duyét: 01 ban chinh; xong hoi
R 3 il it Gt vi @ A Theo mau quy
- Quyét dinh thanh 1dp Ban t chirc hoi nghi, hdi thao ]
S gt 4 , RAFiE dinh cua Hoc
nghi (néu c6): 01 ban chinh; o
: vién
- Chuong trinh hoi nghi, hdi thao; Bién
ban hoi thao: 01 ban chinh;
- Du toén, quyét toan kinh phi hoi nghi,
48, 49/QTHV

héi thao dugce phé duyét: 02 ban chinh;

- Bao cédo tham luan cta Bdo céo vién,
dai biéu: 01 ban pho to;
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- Bang ké chi tién cho dai biéu tham du

S O ot o g 19/QTHV
hoi nghi, hoi thao: 01 ban goc;
- Hod dom tai chinh (néu c¢6): 01 ban gbc -
Tiép nh4n, kiém sodt hd so thanh toén;
Truong hgp thanh toan bing tién mit:
Lap phiéu chi kém theo ddy du hd so
thanh todn trinh Thu trudng don vi du C41-BB
toan ky duyét, chuyén Thu quy chi tra; 05 ngay lam
2 | Phong TV-KT | Trudmg hop thanh todn bang chuyén khoan: | vigc ké tir
Lap thu tuc chuyén khoan kém theo day dit hd ngay nhan da
ky duyét, chuyén KBNN hodc Ngén hang noi
don vi m tai khoan giao dich, bao gdm:
- Gidy rat du todn ngan sach nha nude; C2-02a/NS
- Uy nhiém chi (Ngan hang): Néu thanh Theo mu clia
toan tir nguon thu sw nghiép. Ngén hang
Do: voi dai biéu ngoai Hoc vzen Néu s6
tién thanh todn tir 2.000.000 dong/lan tro
lén, thuc hién khdu trie 10% thué TNCN.
7. Thanh ton tién céng tic phi
Trach nhi¢ém Trinh ty cic bwéc cong viéc; Thoi han TP 3
e ia A - : Mau biéu
thue hién ho so, thi tuc thanh toin hoan thanh
I | Trwong hop tam wng kinh phi
VC, NLD duoge cir di cong tac 1ap hd so
tam tng gui Phong TV-KT, bao gdm: 02 ngay lam
- Gidy dé nghi tam tmg: 01 ban géc; viée true khi | 14/QTHY
b i Vin ban hogc ké hoach cong téc duge thi : f:ong ‘tac
* ™% | trudng don vi phé duyét: 01 banpho to; | (¥ rwong
1 duoc cur di ¢ . TS hop di cong 5
cong tc - Phicu béo giang (giang vién di giang): tdc dot xudt
01 ban phd to; theo yéu cau
- Cong van, giz‘iy moi, vin ban trung tap | céng viéc cia
tham gia doan cong tdc (di cong tic don vi) -
khéc): 01 ban phd to;
Tiép nhén, kiém soét hd so tam tmg;
TR R 02 ngay lam
‘ Lép phi€u chi kém theo day du ho so tam vige k& tir
2 | Phong TV-KT | tmng trinh Tha truong don vi dw todn ky | . .. ..
Bt e T et i e i ngaynhindia | C41-BB
uyét, chuyén Thu quy chi tam g cho hd so hop 18

nguoi di cong tac.
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Thanh toin tién vé may bay (d6i véi cic truimg hop dwgc thanh toin theo Quy ché chi

II e e
tiéu noi bj)
e Dintiaes, ¢ | 05ngaylam
VC. NLD Gui Ké hoach di cong tac hodc Phiéu bao = o khi
’ : : . : ; : VIEC truoc
oy giang (ban pho t6) cho Phong Hanh chinh S
1 duoc cur di 5 ™ 5 i di cOng tac -
% ; - Téng hop (VP Hoc vién) hodc don vi S
cdng tac : . e i (trir truong hop
dugc giao nhiém vu dat vé may bay B
dot xudt)
03 ngay lam
Phong Hanh L k%ti .
i viée ke tir nga
chinh - Tong | Dat vé may bay cho VC, NLD trong | 4 i:y
" nhan dugc Ké
hop (VP Hoce | don vi dugc cir di cong' tac (ldy béo gia h h.d
; oach do
2 | vign) hodc don | vé may bay, luya chon don vi cung cép, Bl -
. . ’ X ‘A ~ . A ’ ngum dl Cong
viduge giao | ky hop dong, tiép nhén vé, chuyén vé 2y de
- L A RN tac g dén
nhi¢m vu dat | cho doan/ngudi di cong tac) =ik
o (tric trieong
vé may bay .
hop dot xudt)
ST Hoan tra cudng vé, thé 1én may bay cho | 03 ngylam
" .| Phong Hanh chinh - Téng hop (VP Hoc | viécké tirngly
3 duoc cu di A : : " b
Stk vién) hodc don vi duge giao nhiém vu hoan thanh
cong tac g
5 dat vé may bay chuyén cong tac
Lip hd so thanh toan chuyén Phong
TV-KT, bao gdm:
- Gidly dé nghi thanh toan bing chuyén
e il 03b/QTHV
khoan: 01 ban goc;
- 03 bdo gid ctia 03 hang hang khong
1 khéac nhau; i
Phong Hanh . 03 ngay lam
chinh - Téng | - To trinh, Quyét dinh chi dinh/Iva chon viée ké tir 09, 10/QTHYV
hop (VP Hoc don vi cung cap: 02 ban chinh; ngdy nhén di 3
4 | vién) hodc don | . Hop déng; Bién ban nghiém thu, thanh | cudng vé, thé 16, 1hroiTY
viduge giao | Iy hgp ddng dich vu: 02 ban géc; 1én méy bay i
nhiém vu dat d SA o e =l - cta ngudi di .
Liges - Bang xdc dinh gia tri khoi luong cong e Mau 08a
vé may bay i, . ; gois , b cong tac
viéc hoan thanh (néu rut du toan ngéan Nghi dinh
sach): 02 ban gbc; 11/2020/ND-CP
- Hoa don tai chinh: 01 ban gbc
- Cubng vé, thé 1én may bay: 01 ban gbc )
(trudng hop méat cudng vé, thé 1én may bay
phai ¢6 xdc nhin cua Tha trudng don vi).
3 Phong TV-KT Trinh ty, thii tuc nhw diém 2 muc 1 phin I1 (trang 5) quy dinh nay
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Thanh todn, thanh toin hoan irng tién cong tac phi

VC,NLD
duoc ctr di

cong tac

Lap hd so d& nghi thanh toan, thanh
toan hoan tmg gui Phong TV-KT, bao
gom:

- Gidy d nghi thanh toan (bang tién mat
hodc chuyén khoan): 01 ban gbce;

- Gidy di duomg: 01 ban gbc;

- Chuong trinh, ké hoach cong tac: 01
ban pho to;

- Phiéu bao giang (giang vién di gidng):
01 ban pho t6;

- Lich hoc (d6i véi can by quan 1y cac
16p bdi dudng): 01 ban phd to;

- Gidy triéu tap/gidy moi (di cong tac
khéc): 01 ban phd to;

- Viin ban vé viéc clr ngudi lao dong di
cong tac: 01 ban phd to;

- Bang ké thanh toan tién cong tac phi:
01 ban goc;

- Vé tau, xe; hoa don tién phong nghi
va cac ching tur lién quan khéc: 01
ban goc

03 ngay lam
viée ké tir
ngay hoan

thanh chuyén

cOng tac

032/QTHYV;
03b/QTHV

20/QTHV

Theo miu cua

Hoc vién

21/QTHV

Truomg hop thanh todn cong tic phi theo hinh thitc khodn, hd so' thanh
todn khong bao gom vé tau, xe, héa don tién phong nghi. Dinh mikc

khodn theo Quy ché chi tiéu ndi by ciia don vi.

Phong TV-KT

Tiép nhén, kiém soat hd so thanh todn;

Lap phiéu chi tién mat hodic phiéu thu
hoan tmg kém theo day du hd so thanh
toan trinh Thu truéng don vi du toan ky
duyét, chuyén thu quf chi tra hodc thu
hoan Umg;

Truomg hop thanh toan bang chuyén khodn:
Lap tht tuc chuyén khoan kém theo day du
ho so thanh toan trinh Thu truéng don vi du
toan ky duyét, chuyén KBNN hodc Ngén
hang, bao gbm:

- Giay rut dy toan ngan sach nha nudec;

- Uy nhi¢m chi (Ngén hang): Néu thanh
toan tir nguon thu su nghiép.

05 ngay lam
vige ké tir
ngay nhéan da
hé so hop 1€

C41-BB;
C40-BB

C2-02a/NS

Theo mau ciia

Ngén hang
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IV | Thanh todn tién kho4n cong tic phi
Hang quy, 1ap ho so thanh toan giri
Phong TV-KT, bao gom: Trude ngay
| | VCNLD |- Gidydé nghi thanh toan: 01 bange; | ™MWngScia | g3p0THY
- Bang thanh toén tién khoan cong tac gy
ol sau 22/QTHV
phi: 01 ban goc;
2 Phong TVKT Trinh tu, thii tuc nhu diém 2 myc 1 phan 11 (trang 5) quy dinh nay
8. Thanh todn doan ra (doan di cong tic nwéc ngoai)
Trich nhiém Trinh tyr cac buwde cong viée; Thoi han
STT RSN e o S e - Miu bidu
thue hién ho s, thi tuc thanh todn hoan thanh
I | Tam wng Kinh phi cho doan di cong tic nwée ngoai
Lip hd so tam umg cho doan di cong tac
nude ngoai guri Phong TV-KT, bao gdm:
sk ol e . ¢irelt 03 ngay lam
) - Gidy dé nghi tam tmg: 01 ban goc;
1 Ban Hop tac & ‘ vide tride khi 14/QTHV
Québc té - Thu moi cia bén nude ngoai; ban dich dodn i cong
(HTQT) Thu moi (c6 xac nhin cua'\ Ban HTQT tho (tri‘: g )
hoic AVan phong cong chimg): 01 ban hop & céng
P tdc dt xudy)
- Du todn chi tiét duoc duyét tinh bing :
ngoai & (USD): 01 bén chinh: S0/QTHV
- Quyét dinh ¢t di cong tac: 01 ban pho to; .
Tiép nhén, kiém soat hd so tam img; 02 ngay lam
Lap phiéu chi hogc thi tuc it tam tmg Kho | viéc ké tir
2 | Phong TV-KT | i L A C41-BB;
ong bac trinh Tha truong don vi du toan ky ngay nhan du
duyét, chi tam ting cho doan di cong tac. ho so hop 1é C2-02a/NS
II | Dit vé mdy bay cho doan di cong tic
Gui Quyét dinh ctr doan di cong tic | 05 ngay lam
nuoc ngodi cho Phong Hanh chinh - | viée trude khi
1 Ban HTQT | Tong hop (VP Hoc vién) hodc don vi | di cong tac
dugc giao nhi¢ém vu dat vé mdy bay: 01 | (trer truong
ban pho to; hop dot xudt)
Phong Hanh 03 ngay ké tir
i Diit vé méy bay cho doan/VC, NLD duge | -~ o
) Hanh chinh - - : N R o
2 , ctr di cong tac nude ngoai (lay béo gia vé .
Tong hop (VP ) _ % ik duge Quyeét
e may bay, lua chon don vi cung cap, ky hop |
Hoc vign) hoac < o iy g 5 dinh do Ban
: : dong, tiép nhan vé, chuyén cho doan/VC, ]
don vi dugc giao S i HTQT gt
g NLD dugce cur di cong tac); p
dat vé may bay dén
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Chuyén hd so, chimg tir mua vé may

03 ngay lam
viée ké tir

ngay hoan tat

bay cho Ban HTQT. thu tuc dat
mua vé may
bay
III, | Thanh quyét todn doan di cdng tic nwée ngoai
Nop hd so, ching tir lién quan dén
chuyén cong tac cho Ban HTQT, gdm:
- Cubng vé, thé 1én méy bay: 01 ban gbc; <
) 05 ngay lam
- Hoa don, Phiéu thu 1€ phi visa, Phi bao LY
Truéng by & . vige ke ti
i hiém, hoa don hodc Phiéu thu mua thé dién : .
: doan/VC, NLD el i T b ot b ngay hoan .
oai, vé thué phuong tién di lai nga ‘ %
dugc ctr di T P : 8 2y BAGY thanh chuyén
al gw tai nude dén cong tac: 01 ban goc; fu i
cong tac : : cdng tac
- Danh sich nhidn tién an, tién tiéu 23/QTHV
Vit......ctia céc thanh vién: 01 ban gdc;
- Bao cao két qua chuyén cong tac: 02
ban chinh;
Tong hop hd so, chimg tr thanh quyét
toan doan di cong tic nudc ngoai giri
Phong TV-KT, bao gdm:
- Gidy thanh todn tam tmg: 01 ban gbc; C43-BB
- Thu méi clia bén nude ngoai: 01 ban phd to;
- Ban dich Thu moi (¢6 xéc nhan cua Ban N
i . . 10 ngay lam
HTQT hodc Vin phong cong chimg): 02 i kb 3 -
g vige ké tu
2 Ban HTQT bén gbe; it
&t dinh cir di cong thc: 02 banchin; | o) "an 40
- t 2 ; X
Quyeét dinh cir di cong an chinh; b dos ok -
- Cudng v¢, thé 1én may bay: 01 ban goc; tir do doan di %
- HO chiéu: 02 ban pho t; cong tac giri i
- Danh sich nhin tién an, tién tieu| 960
vat....cta cac thanh vién: 01 ban gdc; 23/QTHV
-Duthn,QUYétIOandlmduyé[mbanclmh, 50, 51/QTHV

- Héa don, Phiéu thu 1é phi visa, Phi bao
hiém, hoa don hogic Phiéu thu mua thé dién
thoai, vé thué phuong tién di lai hang ngay
tai nude dén cong tac: 01 ban gbe;
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- Ban dich ra Tiéng Viét cic Hoa don,
Phiéu thu 1¢ phi visa, Phi bao hiém, vé thué
phuong tién di lai tai nudc dén cong tac: 02
ban gbc;

- Béo cdo két qua cong téc: 02 ban chinh

Trutmg hgp thanh toin theo hinh thic khosin, thi hé so' thanh toin khing
bao gom hda don tién phong nghi: tién thué phwong tién di lai; tién dién
thogi, fax, internet, Djnh mirc khozin theo quy dinh ciia Bj Tai chinh.

Tiép nhén, kiém soé4t hd so thanh todn;

Lap phiéu chi hodc phiéu thu hoan ung

trinh Thu trudmg don vi dur toan ky duyét, | 05 ngay lam C41-BB;
chuyén thu quy chi tién mat hoac thu hoan viée ké tu
3 | Phong TV-KT |, ° G0 IV akad (OH-BB
ung; ngay nhan du
Lap thu tuc thanh todn tam (g trinh Thu | hd so hop 1&
truéng don vi dy todn ky duyét, chuyén C2-03/NS
KBNN noi don vi mé tai khoan giao dich.
9. Thanh todn doan vao (doan nwée ngoai dén lam viéc)
Trach nhiém Trinh ty cic bude cong viée; Thoi han A
STT N . . ) 3 b Maiu biéu
thue hién ho so, thi tuc thanh todn hoan thanh
I | Trwong hop tam éng kinh phi -
Ban HTQT | Lép hd so tam tng kinh phi chuyén 03 ngay lam
hodc donvi | Phong TV-KT, bao gom: viée trude khi
1 duoc giao dén | - Gidy dé nghi tam tng: 01 ban gc; doan nude 14/QTHV
tiép doan nude : ngoai dén Nl
l’lgOfii - DU’ toan duorc duyét: 01 ban chinh. lam viéc 48/QTHV
Tiép nhan, kiém soét hd so tam ing; 02 ngay lam
ap phiéu chi hogic thi tuc i | iéc ké tir
5 Phong TV-KT Lap pl‘ueu c qhoacothu ,crut‘tam ung th? viée ke C41-BB:
bac trinh Thu truéng don vi du toén ky | ngay nhén da
duyt, chi tam tmg kinh phi. hd sohgple | C2-02a/NS
Il | Thanh quyét todn kinh phi
La.p dth SO ‘thanfl- qu}f‘gt toan kinh phi 05 nghy Jam
Ban HTQT Cl;ll oan vao gui Phong TV-KT, bao vide ké tix
| | hodedonvi . neRy hodn | QTIY
duoc giao don | - Gidy dé nghi thanh todn hogc Gidy thanh | hanh cong : i S
tiép doan nuée | 104n tam tmg: 01 ban goc tac don tiép i
ngoai dén lam | - Thu moi ciia Hoc vién: 01 ban chinh: doan nude &
iz - K& hoach lam viée: 01 ban chinh; i
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- Quyét dinh don doan (c6 danh sich
keém): 01 ban chinh;

- Du todn, quyét toan duoc duyét: 02
ban chinh;

- Bién ban lam viéc hodc thong béo két qua
lam viéc cua doan: 01 ban chinh;

- Hoa don tién an, ¢, ting phim..: 01
ban gbc;

- Chi phi phién dich: Hop ddng, nghiém
thu, thanh 1y hop dong: 02 ban gc:

- V€ mdy bay, hoa don mua vé may
bay; héa don hogc bién lai thu tién 1&
phi xuét, nhdp canh cua doan (néu
khodn chi cé trong du todn duge phé
duyét): 01 ban gbe.

Nhu mau
48 49/QTHV

16,17/QTHV

Phong TV-KT

Tiép nhén, kiém soat hd so thanh toan:

Lép phiéu chi tién mat hodc phiéu thu
hoan tmg kém theo hd so thanh toan trinh
Tha truong don vi du toan ky duyét,
chuyén thi qu¥ chi tra hoic thu hoan ung;

Trudmg hop thanh toan bing chuyén khoan:
Lap thi tuc chuyén khoan kém theo hd so thanh
to4n trinh Thi trudng don vi du todn ky duyét,
chuyén KBNN hoiic Ngin hang, bao gbm:

- Gidy rut du toan ngan sach nha nudc;

- Uy nhiém chi (Ngén hang): Néu thanh
toan tir ngudn thu su nghiép.

05 ngay lam
viée ké tir
ngay nhan du
ho so hop 16

C41-BB;
C40-BB

C2-02a/NS

Theo mau cia
Ngéan hang

10. Thanh todn tién bién dich, phién dich

STT

Trach nhiém

thure hién

Trinh ty cac bude cong viée;
ho so, thii tuc thanh todn

Thoi han
hoan thanh

A
Miu biéu

Don vi, ca
nhédn dugc giao

chu tri

Lap hd so, thi tuc thanh todn giri Phong
TV-KT, bao gdm:

- Gidy dé nghj thanh toan béng chuyén
khoan: 01 ban gbc;

- 03 béo gia;

- T& trinh chi dinh don vi, ¢4 nhan thué
bién dich, phién dich: 02 ban chinh;

03 ngay lam
viée ké tir
ngay hai bén
ky thanh ly
hop dong
bién dich,
phién dich

03b/QTHV

09/QTHV
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- Quyét dinh chi dinh don vi, c nhén thué
bién dich, phién dich: 02 ban chinh;

- Hop ddng (02 ban gdc) va thanh 1y
hop ddng bién dich, phién dich (02
ban gdc) kém theo hoa don, ching tir
hop phap (dbi véi phap nhén) hodc
Gidy bién nhan (ddi voi cé nhén).

- Bang xac dinh gia tri khoéi lirqng cong
viéc hoan thanh (truong hgp rat dy toan
ngan séach): 02 ban gdc; .

- Héa don tai chinh: 01 ban gbc;

- Danh séch chi tién cho cén b tham
gia bién dich, phién dich (trudng hop
giao cho Ban HTQT thuc hi¢n): 01
ban goc.

10/QTHV

16, 17/QTHV

Mau 08a
Nghi dinh
11/2020/ND-CP

24/QTHV -

Phong TVKT

Tiép nhan, kiém soat hd so thanh todn;

Léap thu tuc chuyén khoan kém theo day
dd hd so trinh Thi truéng don vi du
todn ky duyét, chuyén KBNN hoic
Ngan hang noi don vi mo tai khoan giao
dich, bao gdm:

- Gidy rat dv toan ngan $4ch nha nudec;

- Uy nhiém chi (Ngén hang): Néu thanh
todn tir ngudn thu su nghiép.

Truomg hop sé tién chi tra cho cd nhan
ngoai Hoc vién tir 2.000.000 dong/ldn
tré 1én, Phong TV-KT khdu trie 10%
thué TNCN theo quy dinh.

05 ngay lam
viée ké tir
ngay nhan du
hd so hop 1é

C2-02a/NS

Theo méu cua
Ngén hang

11. Thanh todn tién tiép khach trong nwéc

STT

Trach nhiém
thye hién

Trinh ty cac bwdc cong viée;
ho so, thi tuc thanh to4n

Thei han
hoan thanh

A
Miu biéu

Pon vi, ca
nhén dugc giao

nhiém vu don

Lap hd so thanh toan giri Phong TV-
KT, bao gom:

- Gidy dé nghi thanh toan (bang tién mat
hodc chuyén khoan): 01 ban gbc;

03 ngay lam
viée ké tir
ngay nhan

dugc hoa don

03a/QTHV;
03b/QTHV

tiép khach | - Ké .
p Ké hoach don tiép khach: 01 ban chinh; e chinth

- Hoa don tai chinh: 01 ban gbc. a
2 | Phong TV-KT | Trinh tu, thii tuc nhuw diém 2 muc 5.3 phan II (trang 11) quy dinh nay
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12. Thanh todn tién thué khoan cong viéc, sin pham

Trach nhiém Trinh ty cic budc cong viée; Thoi han PN
STT = " - y i Mau biéu
thwe hién ho so, thi tuc thanh toan hoan thanh
Lap hd so thanh todn giri Phong TV-
KT, bao gdm:
- Gidy dé nghi thanh toan (bing tidn mat 032/QTHV;
hogc chuyén khoan): 01 ban gbc; 03 ngaylam |  o3p/QTHY
= viée ké tur "
) Nguoi duge | - Hop dong giao khodn cong viée, san pham: pit Nhu mau
thué khoan | 02 ban gdc; g 27/QTHV
thanh 1y hop 3
- Bién ban danh gid, nighi¢m thu chat ddng Nhu mau
luong cong viée, san pham: 02 ban goc; 28/QTHV
- Gidy bién nhan tién hodc bang ké Nhu méu
thanh toén tién: 01 ban géc. 24/QTHV
2 Phong TV-KT

Trinh tu, thii tuc nhuw diém 2 muc 5.3 phan IT (trang 11) quy dinh nay.

III. THANH TOAN PE TAI NGHIEN CUU KHOA HQC; CHINH SUA, BIEN SOAN

CHUONG TRINH, GIAO TRINH, TAI LIEU

1. Thanh todn dé tai nghién ciru khoa hoc

Trach nhiém

Trinh ty cic bwéc cong viée;

Thoi han

tai voi cac don vi, ca nhan: 02 ban g0c;

STT o £ 4 : R Mau biéu
thue hién ho so, thi tuc thanh toan hoan thanh
Lap hd so thanh todn giri Phong TV-
KT. Hb so bao gdm:
- Gidy dé nghi thanh toan (bing tién mat 03a/QTHV;
hodic chuyén khoan): 01 ban gbe 03b/QTHV
g A : 15 ngay lam
- Quyét dinh bd nhiém chu ’nhiém dfé tai vide ké tir
1 Cha nhiém gozgicorabgj tiifé (GOL G E 81 ngay o6 Quy :
i o ’ SRR
- Quyet dinh phé duyét kinh phi thuc | két qua nghién
hién dé tai khoa hoc cdp Bo: 01 ban |  ctuddta -
chinh; khoa hoc
- Quyét dinh giao nhiém vu nghién
ctru khoa hoc dé tai cip co so: 01 ban -
chinh;
--E{QrpA d‘o.ng, thanh ly hf_rp (:‘ong thue 25, 26/QTHY
hién de tai khoa hoc: 02 ban gbc;
- Hop ddng, thanh ly hop dong thué
khoan chuyén mén giita chi nhiém dé 27,28/QTHV
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- Quyét dinh phé duyét két qua nghién
ctru dé tai khoa hoc: 01 ban chinh;

- Du toan, Quyét toan dé tai khoa hoc:
02 ban chinh;

- Chi héi thao khoa hoc (néu co): Trinh
tu, ho so, thi tuc nhe muc 6 ph&n 17

(trang 12 - trang 13) quy dinh nay,

- Chi Hoi ddng nghiém thu:

+ Quyét dinh thanh lap Hoi dong: 01
ban chinh; :

+ Bién ban hop Hoi dong: 01 ban chinh;
+ Danh sach chi tién Hoi dong: 01 ban géc;
+ Phiéu nhén xét clia phan bién, Uy vién
Hoi dong: 01 ban phd to.

29, 30/QTHV

24/QTHV

Phong TV-KT

Tiép nhan, kiém soat hd so thanh toan;

Truomg hop thanh toan bing tién mit:
Léap phiéu chi kém theo ddy da hod so
thanh toan trinh Thu truéng don vi du
toan ky duyét, chuyén Thu quy chi tra;

Trudmg hop thanh todn bing chuyén khoan:
Lép th tuc chuyén khoan kém theo ddy dii ho
so thanh todn trinh Thu trudng don vi du toan
ky duyét, chuyén KBNN hogic Ngan hang noi
donvimc’rtéik}méngiaodich,baogém:

- Gidy rut dy todn ngan sach nha nudc;

- Uy nhiém chi (Ngan hang): Néu thanh
toan tir nguon thu su nghiép.

05 ngay lam
viée ké tir
ngay nhan

day du ho so

hop 18

C41-BB

C2-02a/NS

Theo mau cia
Ngén hang

- Hach todn, thu thué Thu nhdp doanh nghiép cua dé tai.
- Truomg hop sé tién chi tra cho cd nhdn ngoai Hoc vién tir 2.000.000 dong/lan

1ré Ién, Phong TV-KT khdu tric 10% thué TNCN theo quy dinh.

. Thanh todn tién chinh sira, bién soan chwong trinh, gido trinh, tai li¢u

Trach nhiém Trinh tw cic buwdc cong viéce; Thoi han Y o
T = % " . . 3 Mau bi¢u
thue hién ho so, thu tuc thanh toin hoan thanh
| Lap hd so thanh toan giri Phong TV-KT.
1 Ban thu ky 5 .
: HO so bao gom:
chuong trinh NS : ;
- Giay dé nghi thanh toan (bang tién mat 03a/QTHV;
hoic chuyén khoan): 01 ban gbc; 03b/QTHV
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- Quyét dinh giao dy todn ngén sach: 01
ban pho t0;

15 ngay lam

viéc ke tur

- Céc Quyét dinh thanh lap Ban chi dao,
Ban thu ky, Ban soan thao...: 01 ban chinh;

ngay nghiém
thu, thanh ly

- Hop ddng, Bién ban nghiém thu, thanh
1y hop ddng giao khoan chuyén mén: 02
ban gbc;

hop dong
chinh sura,

bién soan

- Thanh toan cac cudc hop:
+ Bién ban cudc hop: 01 ban chinh;

+ Bang ké thanh toan: 01 ban gdc.

gido trinh, tai
ligu

- Thanh toan tién nghién ctru, khio sét,
danh gia thuc trang khung chuong trinh
tai liéu (néu co):

+ Quyét dinh thanh 14p doan khao sat:
01 ban chinh; ‘

+ Bang thanh toén tién khao sét tai timg
dia phuong, don vi: 01 ban chinh;

+ Hop dong, Bién ban nghiém thu va
thanh 1y hop ddng giao khodn chuyén
mén vé khao sat: 02 ban gbe;

+ Chuong trinh khao sat: 01-ban chinh;

+ Bién ban giao nhan san pham béo cdo
khao sat: 01 ban chinh;

+ Béo c4o két qua khao sat: 01 ban chinh;

+ Béo céo phén tich s6 liéu khao sat
online (néu ¢6): 01 ban chinh;

- Thanh toan tién Hoi thao khoa hoc gép
y tai liu: Hé so, thi tuc nhie muc 6 phcfn

II (trang 12 - trang 13) quy dinh nay,

- Thanh toan Héi dong thim dinh cip co
s&, thAm dinh chinh thte:

+ Quyét dinh thanh 1ap Hoi dong, Bién
ban hop Hoi dong: 01 ban chinh;

+ Danh séch chi tién Hoi dong thdm
dinh: 01 ban gc;

+ Phiéu nhén xét cua phan bién, Gy vién
Hoi dong: 01 ban pho 6.

27, 28/QTHV

24/QTHV

24/QTHV

27,28/QTHV

24/QTHV
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- Thanh toén tién van phong phim, phd
o tai liéu:

+ 03 bao gia;

+ Hop ddng, Bién ban nghiém thu,
thanh 1y hop dong: 02 ban goc;

+ Bang xac dinh gia trj khdi luong cong
viéc hoan thanh: 01 ban goc;

+ Héa don tai chinh: 01 ban gbc.

- Thanh toan tién thué dich tai liéu (néu
co): Trinh tu, hé so, thi tuc nhe muc 10
phan II (trang 19 - trang 20) quy dinh nay;

- Thanh toan tién 1am thém gio: Ho so, thii tuc
nhuwe muc 2 phan 1 (trang 3) quy dinh niy.

16,17/QTHV:
Mau 08a
Nghi dinh

11/2020/ND-CP

Tiép nhén, kiém soat hd so thanh toan;

Truong hop thanh toan bing tién mit:
Lap phiéu chi kém theo ddy du hd so

thanh todn trinh Thu truéng don vi du C41-BB
toan ky duyét, chuyén T‘hﬁ quy c'hi tra; 05 ngay lam
Truomg hop thanh todn bang chuyén khoan: | (1a 13 ¢
2 | Phong TV-KT | 1 ap thii tuc chuyén khoan kém theo ddy dit hd ng;‘iy o
so thanh toan trinh Th truéng don vi du todn & dﬁhéscr
ky duyét, chuyén KBNN hoge Ngan hang noi yh 1”
don vi m tai khoén giao dich, bao gdm: P
- Gidy rat dy toan ngan sach nha nudc; C2-02a/NS
- Uy nhiém chi (Ngan hang): Néu thanh Theo m&n clia
toan tir ngudn thu sy nghiép. Ngan hang
Truong hop s6 tién chi tra cho cd nhdn
ngoai Hoc vién tir 2.000.000 dong/lan
tré 1én, Phong TV-KT thuc hién khdu i
trir 10% thué TNCN theo quy dinh. ,
IV. THANH TOAN CAC KHOAN CHI HOAT PONG CHUYEN MON
1. Thanh todn céc 16p bdi dudng trong nhiém vu
Trach nhi¢m Trinh tw cic budc cong viéc; Thoi han e Al
TT i y 4 ’ Mau biéu
thuce hién ho so, thi tuc thanh toin hoan thanh
L4p ho so thanh toan giri Phong TV-KT. | 15 ngay lam
1 Pon vi duge | HO SO bao gdm: viée ké tir
giao nhiém vu | - Gidy dé nghi thanh toan (bing tién mat | ngdy bé gidng |  03a/QTHV:;
chi tri hodic chuyén khoan): 01 ban gbc; 16p bdi dudng |  03b/QTHV
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- Quyét dinh giao dy toan ngan sach: 01
ban pho to;

- Du toan chi tiét, Quyét toan 16p bdi
dudng dugc phé duyét: 02 ban chinh;

- Danh séch chi tién tiép sinh, khai
giang, bé giang: 01 ban chinh;

31,32/QTHV

- Hoa don tai chinh tién hoa tuoi, khanh
tiét; nuée udng, giai khat: 01 ban gbc;

24/QTHV

- Thanh toan tién thu lao, hd tro tién in,
tien di lai cho giang vién: Trink tu, hé
s0, thu tuc nhw muc 4 phcfn IV (trang
28) quy dinh nay:

- Thanh todn cong tac chuyén mon:

+ Hoéa don tai chinh tién vin phong
phdm, tai liéu hoc tap, phdi chimg chi:
01 ban gbc; '

+ Danh sach chi tra tién chdm bdo céo thu
hoach, khen thudng hoc vién: 01 ban gdc;
+ Chi Hoi dong xét dang ky nhép hoc va
xét két qua hoc tap: Trink tu, ho so, thi
tuc nhwe muc 10 phan I V (trang 31) quy
dinh nay;

- Thanh toén kinh phi t6 chte cho hoc
vién di khao st thue té:

+03 béo gid tién thué phuong tién di lai;

+ Hop ddng, thanh 1y hop déng thué
phuong tién di lai: 02 ban gbc;

+ Hoéa don tai chinh tién thué phuong
tién di lai, tién thué hoi truomg, khanh
tiét: 01 ban géc;

+ Danh séch chi tra tién bdo cdo vién: 01
ban gbc;

+ Danh sach chi hd trg tién 4n cho hoc
vién: 01 ban gbc;

- Thanh toan cong tac giam sét, quan
1y, co s& vét chit phuc vu tryc tiép 16p
boi dudng:

24/QTHV

16, 17/QTHV

24/QTHV

33/QTHV
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+ Danh sach chi tra tién phuc vu dién,
nuée, vé sinh; tién ra soat hd so, thu
tuc m& 16p, két thuc 16p; tién quan ly
16p: 01 ban gbc;

+ Hoéa don cude phi glri cong van, tai
liéu (néu c6): 01 ban gbc;

- Chi hoat dong quan 1y truc tiép (chi phi
dich vu dao tao, to chic 16p, lam thém
gidr..): Hd so, chimg tir thanh todn phit hop

24/QTHV

v6i timg ndi dung chi cu thé,
2 | Phong TV-KT | Trinh tu, thii tuc nhw diém 2 muc 2 phan II1 (trang 24) quy dinh nay
2. Thanh toan cic 16p boi dudng theo yéu chu
Trach nhi¢m Trinh ty cic bwéc cong viéc; Thoi han o
TT s % . : 3 G Mau biéu
thue hién ho so, thi tuc thanh todn hoan thanh
Lap ho so thanh toan giri Phong TV-
KT. Ho so bao gdm: s
- Gidy d& nghi thanh toan (bing tién 03a/QTHV;
mit hodc chuyén khoan): 01 ban gbc; 03b/QTHV
- Quyét dinh mo 16p: 01 ban chinh; .
- Du toan 16p bdi dudng duge phé Rt
: " i & TOC P 1sngaylam | 3a/QTHV
Don vi duge | duyét: 02 ban chinh; e siem o
ko ey ‘ : viéc ke tir
i Hop dong, thanh ly hop dong dao tao | ngay bé giang x
chu tri 5 16p bdi dudng gitta Hoc vién va don ; Nt
mo 50 bodi dud
_ UP ggq b 16p boi dudng 16,17/QTHV
vi, dia phuong: 02 ban goc;
- Hop dong, thanh 1y hgp ddng gian
(;rp” g.. i 4 op ;g e 35,36/QTHV
day (giang vién moi): 02 ban goc;
- Quyét dinh cir chi nhiém 16p; Lich giang
va hoc tap: 01 ban chinh;
- Bang thanh toan 16p bodi dudng theo 24/QTHV

timg ndi dung cong viéc, gdm:

+ Chuén bj thu tuc mo 16p;

+ Lép ké hoach diéu hanh lich giang vién;
+ Xay dung duy tru kinh phi, dam phan,
ky két hop dong;

+ Cham bai, kiém tra....:

+ Cong tac quan 1y, to chirc, hanh chinh..;
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- Bién ban coi thi: 01 ban pho to;

- Gidy di dudng cta can bd quan 1y 16p:
01 ban gbc;

- Danh sach hoc vién; Quyét dinh cép
ching chi cho hoc vién: 01 ban chinh.

20/QTHV

Phong TV-KT

Trinh tw, thii tuc nhw diém 2 muc 2 phan HI (trang 24) quy dinh nay

. Thanh to4n tién vt gid giang cia gidng vién

NG~ o VA

Trach nhiém Trinh tw cac budc cong viéc; Thoi han MG
TT 4 A R & 3 Mau biéu
thure hién ho so, thi tuc thanh toan hoan thanh
- Céac Khoa, | Gui hé so ké khai gi¢r giang ctia giang vién
Ban cta Hoc | trong don vi cho T thdm tra gi¢r gidng ctia
vién; Hoc vién/Phén vién, bao gém:
: - Cac Phong, | - Bang ké két qua thuyc hién nhiém vu | Trudc ngay
B6 moén cua gléng day bdi duc"mg nim cua tirng 15 théng 11 Theo mau quy
Phin  vién, | gidng vién: 01 ban gbe; , dinh ciia Hoc
Vién Nghién | . Bang téng hop gid giang nim cua vién
ctru KHHC Khoa, Ban, BO mon: 01 ban géc;
Tong hop két qua tham tra, trinh Thu truéng
dozn vi du toan phé duyét, ChUYél"l két qQua | 1o hga‘ly 1
Té thim tra | tham tra cho Phong TV-KT, bao gom: viee ka tir
g10 glang - Quyét dinh thanh lap t6 tham tra gi¢ giang: | ngay nhén du
01 ban chinh; hd so do cde
- Quyét dinh phé duyét sb gior giang cua | don vi guidén
giang vién ndm......: 01 ban chinh;
- Ho so ké khai gi¢r giang ctia giang vién. .
Lap bang thanh toan tién vuot gidr gidng cia
iang vién; dy thdo Quyét dinh thanh toan
g.; . e Quy 5 apR . 37/QTHV
tién vuot gidr gidng cua giang vién trinh Tha
truomg don vi du todn ky duyét;
Lap thu tuc chuyén khoan keém theo ddy dii | 05 ngay lam
hd so thanh todn trinh Thu truéng don vi du viee k8t
3 | Phong TV-KT | to4n ky duyét, chuyén KBNN hofie Ngfin | 10 nhan d
ha:ng noi don vi mé tai khoan giao dich, bao hd so hop 18
gom:
- Gidy rat du toan ngan séch nha nudc; C2-02a/NS
- Uy nhiém chi (Ngén hang): Néu thanh Theo miu cia
toan tir nguon thu sy nghiép. Ngin hang
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4. Thanh toan thu lao cho giing vién moi

Trach nhiém Trinh tu cic budc cong viéce; Thoi han ol
TT is 3 # Mau biéu
thuc hién ho so, thi tuc thanh todn hoan thanh
Lap ho so thanh toan giri Phong TV-KT, gdm:
- Gidy d@ nghi thanh toan béng chuyén
. e 03b/QTHV
khoan: 01 ban goc;
- Du toan kinh phi 16p boi dudng d
& oafl i p i op 01 dudng dugc 34/QTHV
phé duyét: 02 ban chinh;
- Ba é in 1ép boi dudng: 10 ngay lam
1 Dom ¥ e Ban% ké thanh todn 16p boi dudng: 01 § gAay : 24/QTHV
: s ban goc; . vigc ke tir ngay
giao nhiém vu W h
chu tri - Hop ddng, thanh 1y hop ddng giang A

£ ddng giang day | 35, 36/QTHV
day: 02 ban goc; ong glang day Q

- Gidy di duong ctia giang vién: 01 ban gbc: 20/QTHV

- V¢, thé [én may bay, héa don tau, xe di lai
(néu c6): 01 ban gbe ‘

- Lich giang va hoc tap: 01 ban chinh;

- Phiéu bao giang: 01 ban pho to.

Trinh tw, thii tuc nhu diém 2 muc 1 phan II (trang 5) quy dinh nay.

2 | PhongTVKT | Péi véi cde khodn chi tra hop dong giang day c6 gid tri tir 2.000.000

dong/lan tro lén, Phong TV-KT khdu trie 10% thué TNCN theo quy dinh.

5. Thanh todn tién hwéng dén luin viin, luin dn

Trach nhiém Trinh tu cic buwéce cong viée; Thoi han 5tk
TE = % 2 \ o ; i Maiu bi¢u
thuc hi¢n ho so, thi tuc thanh todn hoan thanh
Lép hd so thanh todn giri Phong TV-KT, gdm:
- Gidy dé nghi thanh toan bing chuyén
khoan: 01 ban gdc; 03b/QTHV
05 ngay lam
- Quyét dinh vé viée giao dé tai va clr nguoi vige ké tir
Céc Khoa, | ngudi hudngdén: 01 ban chinh ngay Hoc A
1 Ban cua Hoc M TN T vién/ Nghién
- Quyét dinh thanh
vién i iz sl ctru sinh bao
van/luén 4n: 01 ban chinh; P A 3
vé xong ludn
~Lichbéo vé lufin van/ ludn én: 01 bénchinh; |  van/lugn an !
- Bang thanh toén tién huéng dan ludn
van/lun an: 01 ban gbc. 24/QTHV
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Phong TV-KT

Trinh tw, thii tuc nhw diém 2 muc 1 phan IT (trang 5) quy dinh nay.

Trieong hop sé tién chi tra cho ngwoi ngodai Hoc vién tie 2.000.000
dong/lan tré 1én, Phong TV-KT khdu tricr 10% thué TNCN theo quy dinh.

. Thanh to4n tién chAm bai

Trich nhi¢m Trinh ty ciac bwde cong viée; Thoi han g s
TT " " : 3 Y Mau biéu
thue hién ho so, thu tuc thanh toan hoan thanh
Lép hd so thanh toan g Phong TV-KT, gdm:
: - Gidy dé nghi thanh toan bang chuyén e -rjga)/; la\m
Y Cac Khoa: R khoan: 01 ban géc; vige ke tir 03b/QTHV
| cua Hoc vién; ngay giang
- Cac BO mén | - Quyét dinh thanh 14p Ban chim thi: 01 vién hoan
ctia Phén vién | ban chinh; thanh viéc '
s , chim bai
- Bang thanh toan tién cham bai : 01 ban goc. 24/QTHV
Trinh tw, thii tuc nhuw diém 2 m\‘yc 1 phan II (trang 5) quy dinh nay.
2 Phong TVKT | Truomg hop sé tién chi tra cho nguoi ngoai Hoc vién tie 2.000.000
dong/lan tré lén, Phong TV-KT khdu trir 10% thué TNCN theo quy dinh.
. Thanh todn tién lam dé
Trach nhiém Trinh tw cic bude cong viéc; Thoi han T
TT NE 4 2 s z Mau biéu
thuc hién ho so, thi tuc thanh toan hoan thanh
Lap hd so thanh toan giri Phong TV-KT, gbm:
- Béi' vé’i‘ giang vién cia Hoc vién: 05 ngiy Jam
+ Gidy dé nghi thanh toan bing chuyén 8 ké ti
4 il : o viccketr | o3p/QTHV
khoan: 01 ban £0C; ngay ky bién
+Quyét dinh thanh 14p Ban dé thi: 01 ban chinh; | ban giao
+Bién ban giao nhan dé: 01 ban gic; nhan dé -
-CacKho.a, Ban | +Béng thanh toén tién lam dé thi: 01 ban gbc. 24/QTHV
: ctia Hoc vién;
- CécBémén | Truwong hop thué ngoai:
cta Phan vién | | Gi4y d& nghi thanh todn bing chuyén e
khoan: 01 ban gbc; ngay lm | g3p/01HY
vige ke tir
+Quyét dinh thanh 1ap Ban dé thi: 01 ban chinh; | ngay hai bén _
ky thanh ly
+ Hop dong, thanh Iy hgp dong: 02 ban goc; hop dong 27, 28/QTHV
+ Bang thanh todn tién lam dé thi: 01 ban goc. 24/QTHV
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Trinh tw, thii tuc nhw diém 2 muc 1 phan II (trang 5) quy dinh nay.

2 Phong TV-KT | Truong hop s tién chi tra cho nguoi ngodai Hoc vién tir 2.000.000
dong/lan tré 1én, Phong TV-KT khdu tric 10% thué TNCN theo quy dinh.
. Thanh to4n tién coi thi
Trach nhi¢ Trinh ty cic buwdc cong viée; Thoi han %
- rac nMu;m rn: we qc w g ihes . : M&u bidu
thure hién ho so, tha tuc thanh toin hoan thanh
Lép ho so thanh toan giri Phong TV-KT, gom:
- Pbi véi giang vién ciia Hoc vién: 05 ngay lam
viée ké tir
+ Gidy dé nghi thanh toan bang chuyén ngay hoan
khodn: 01 ban géc; thirih vide 03b/QTHV
- Cac Khoa, *
X ¢ coi thi
Ban cia Hoc | +Quyétdinh thanh 14p Ban coi thi: 01 béan chinh; &
1 | vién;
+ R e e g £ -
- Céc Bo mon Bang thanh toan tién coi thi: 01 ban goc; 24/QTHV
cua Phan vién | _ Truwomg hop thué ngoai:
+ Gidy dé nghi thanh todn bang chuyén P
khodn: 01 bin ghc: 05 ngay lém | 3p/QTHY
viée ke tir
+Quyét dinh thanh I3p Ban coi thi: 01 ban chinh; | Ngay hai bén -
ky thanh ly
+Hop dong, thanh 1y hop dong: 02 bén gdc; hopdong | 27, 28/QTHV
+ Bang thanh toén tién coi thi: 01 ban gbc. 24/QTHV
Trinh tu, thi tuc nhw diém 2 muc 1 phan II (trang 5) quy dinh nay.
2 Phong TV-KT Truong hop s6 tién chi tra cho nguoi ngoai Hoc vién tie 2.000.000
dong/lan tré lén, Phong TV-KT khdu trie 10% thué TNCN theo quy dinh.
. Thanh todn tién quan Iy, chii nhiém l6p
Trach nhiém Trinh tu cic bwéce cong viéc; Thoi han P -
s ié A - ; . Miu bié¢u
thue hién ho so, thi tuc thanh toin hoan thanh
Lap hd so thanh todn gui Phong TV-KT, gdm:
- Cac Khoa, | - Gidy dé nghi thanh toan bing chuyén 10 ngé)i lam
Ban cia Hoc | khoan: 01 ban gdc; vige lfe tir 03b/QTHV
1 | vien; - ngay ket thic
- Bang thanh toén tién quan ly, chi nhiém nam
- Cac Bo mon Tk g LT 24/
1 ; Gp: 01 ban goc; hoc/khéa boi QTHV
cta Phéan vién z
dudng

- Lich hoc: 01 ban pho t6.
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2 Phong TV-KT | Trinh tw, thi tuc nhw diém 2 muc 1 phan II (trang 5) quy dinh nay.
10. Thanh toén tién hop Hoi dong
Trach nhiém Trinh ty cic bude cong viée; Thoi han . ok
TT G % - ) Mau biéu
thure hién ho so, thi tuc thanh toan hoan thanh
1 | Hpi ddng lwong:

Ban To chirc

Lép ho so thanh toan giri Phong TV-KT, gom:

- Gidy d& nghi thanh toan béng tién mait:

. rh

. v 13 03a/QTHV
S | o1 ban gbe; 03 ngiy lém Q
S ét dinh thanh 1ap Hoi dong | il
- Quyét I th ap Hoi dong luong, Ban hop Hi dbng )
thu ky Ho1 dong luong: 01 ban chinh;
luong
- To trinh keém theo dy toan kinh phi hop Hoi
dong luong duoe phé duyét: 01 ban chinh;
- Bang thanh todn cho thanh vién Hoi dong. 24/QTHV
Cic Hoi dong khic:
Lip hd so thanh toén giri Phong TV-KT, gm:
- Gidy dé nghi thanh todn bang tién mat: 01 gbe; | 03 nga‘ly’ lam 03a/QTHV
2 Don vi duogc ’ ‘ viée ké tir
giao chu tri - Quyet dinh thénh 13p Hoi dong; 01 ban chinh; ngay hop Hoi .
CHA E & dong
- Bang ké thanh toén tién hop hdi dong:
e F 24/QTHV
01 ban goc;
Lap phiéu chi kém theo ddy du hd so
thanh toan trinh Thu trudng don vi du | 05 ngay lam C41-BB
toan ky duyét, chuyén Thu quy chi tra; viée ké tir
3 Phong TVKT % 5 e
Trueomg hop s6 tién chi tra cho nguoi ngodi Hoe | ngdy nhén du
vién tir 2.000.000 dong/ldn tré lén, Phong TV-| ho sohop I¢ 4
KT ki trie 10% thué TNCN theo quy dinh.
11. Chi cong tac tiép sinh, thu I¢ phi, tra bién lai .....ky thi ning ngach
Trach nhiém Trinh tw ciac budc cong viéc; Thoi han
T | : i Wi ; Miu bidu
thwe hién ho so, thi tuc thanh toan hoan thanh
K o Lap ho so thanh toan gt Phong TV-KT, gom: 05 ngdy 1am
on vi, ca ok 2 . 3 M a3 i 5
g - Giay de nghi thanh toan bang tién mat: viée ké tur
nhén duoc R ’ ; 03a/QTHV
, ; 01 ban goc; ngay hoan
1 giao nhiém vu P g A
g - Bang ké chi tién tiép sinh, thu 1& phi: | thanh cong
tiep sinh, thu A e e 24/QTHV
§ i 01 ban goc; viéc tiép sinh,
PPt thu 18 phi
- Bang chém cong: 01 ban gbc. WRR PNt 05/QTHV
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Phong TVKT

Lap phiéu chi kém theo ddy du hd so
thanh todn trinh Thu truong don vi dyu
toan ky duyét, chuyén Thu quy chi tra.

05 ngay lam |

viée ké tir

ngay nhan du

hé so hop 18

~ C41-BB
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|
HOC VIEN HANH CHINH QUOC GIA Miu 56 01/QTHV
BON VI vovsbvosavsssssssinssagss ”

BANG PANG KY QUY LUONG NAM..........

« Lwong co bin PCCV poTNyE | Fothmtaitn | PC6e bige PC TN Tién -
. | S0 TK nghe nganh Trir | ;
gian | Chike ; lwong o, || Thuwe | Ghi
231 Brvien danh e ik va phu 10:5% | nhian | chi
nhin | pgsf | THOR | g o | Thinh | o o | Thnh | o | Thioh | o g | Thinh |, 4 | Thanh chp | BH |
tisn tién Zién tién © tién tién P

Lap béng Ké toan trusmg Thii truémg don vi




Miu s6 02/QTHYV |

BV W 2as sxsnsnunnmaneningor s as ssanssstinssssasn

L0 L O ———————

MBE QHINS: ..cocsinssisvisomisosnsss

BANG CHAM CONG
Théng ......... nam.........
, Ngay trong thang Quy ra cong
S6 s o8 ' : ,
TT Ho va tén i ' 5 3 31 S6 cong hudng lvong thot S6 cong nghi khong SO cong hudng
gian luong BHXH
A B | 2 3 | o 31 32 33 34
Céng V
Ngay......thang .... nam...
NGUOI CHAM CONG PHU TRACH BO PHAN THU TRUONG PON VI
_ (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
Ky hiéu cham cong:

- Luong thoi gian - - Ho1 nghi, hoc tap H
- Om, diéu dudng 0O - Nghi bu Nb
- Con 6m Co - Nghi khong ‘wong No
- Thai san Ts - Ngung viéc N
- Tai nan f - Lao dong ngnia vu Ld

- Nghi phép P



MAu s6 03a/QTHV

LEAFTUE AR CUL LR EA S LRSS AR S e A A T e R NN o e e e T R e e e SR

...............................................................................................................

SO tién da tam Gng

TRUONG BQ PHAN " NGUOI PE NGHI THANH TOAN

KE TOAN THANH TOAN KE TOAN TRUONG  THU TRUGNG DPON VI



Miu s6 03b/QTHV

PN V]S cicasssinmssssssssisannones
B PR o nmudinss
MA PON VI CO QUAN HE VOI NGAN SACH: «..coovreererrrnrrene

GIAY PE NGHI THANH TOAN BANG CHUYEN KHOAN
Ngay thang nam

KANR @I oo

Ho va tén nguoi dé nghi thanh toan:

B& phén (dia chi): ..ocooieiiiiieeeeeeeceee e,

...........................................................

No1 dung thanh toén:

R e R N B I W (PP G

..............................................................................

Dbon vi thu hudng (Chu tai khoan):

......................................

S6 tai khoan:

.........................................................................

Ta1 B A
(Kém theo: ......ccocooviiiiiiiiiiiiiiieesiesei., U Chimg tir goc)
S6 tién da tam Ung: ...oov.vveeveereeerreer)

TRUONG BO PHAN NGUOI PE NGHI THANH TOAN

KE TOAN THANH TOAN KE TOAN TRUGNG  THU TRUONG PGN VI



o 7 TIR " Miu s6 04/QTHV

NE#Y s thang.......... 1111 R
LV Y wasnnseos oo R 35 ammmre st s s exssm st
BO PRAN: 1o
Thoi gian lam thém
Ngay théng Nhiing céng viéc d& lam : Téng sb gioy
Tirgiv | Dén gio nEs0 8
lam thém
A B 1 2 3
NGUOI LAP XAC NHAN CUA BQ PHAN THU TRUONG DON V]
CO NGUOI LAM THEM

(K, ho tén) (Ky, ho tén) (Ky, ho tén)




BO PHAN:
Mi QHNS

Miu s6 05/QTHV

.
* tetesesernrsisesstrnntnsnn

BANG CHAM CONG LAM THEM GI(

-.c..-.--».ooou.-.-o......o-..-..-o...-c-o..n.-voo.-nu-oo.a.-o-.-. tsssssrnnsersnncnnsnss

N§i dung

.
. -..-oo-o.-.-c.-.o..c-.»--.n.-o.-.-o..-...-o. tsssserrnnsas

Testtestnusssssesststannctennn

rrsssens -o..a..-..-..-.-.-vo.-»....-..-o;.o-..-.o-.n.-o-o.-u..o.-..-u.-o..-.. Seerea-sesernrteasstnrensrnernnes

Ny o Nelv s Ngay ........... Ngay ........... [ S
TT Ho va tén

Sang

Chiéu

Sang

Chiéu

Chiéu

Sang

Chiéu

Sang

Chiéu

Ghi chii

Ngudi chdm cén g

Phuy trich by phin

Thi truémg don vi




$510))' (% CXR Miu s6 06/QTHV
BO PHAN: ............... | . ‘

Mi QHNS: ............
BANG THANH TOAN TIEN LAM THEM GIO
THANE' sooinss DA asicvisvianes
. am thé 4 ; 13 E 5 - n.
e » » il M Rioig Lam thém ngay thi 7, ' Lam :::w ngay lé )

- Héso |Héso PC|Héso PC| Cong hé CN tet Tong .

TT | Hova tén i , Z | luong = Ghi cha
lwong | chitevu | khic i) ) cong
thing
Ngay Gior S giv T.tién S6 gio | T.tién

Tong cong

K¢ tosn K¢ todn truéng Thii truémg don vi




5 Maiu s6 07/QTHV

B0 Ph@ns.c..cniiommmmmmmemeosssssss
Ma QHNS: ..o,
BANG THANH TOAN TIEN THUONG
Céc khoan tién thuong
STT Ho va tén Chire vu . MA% Ebm:u
. " Cong
A B C 1 2 3 4 E
Cong X X
Tong s6 tién (Viét bAng chi¥):.oovvvovooooeoooosoeeoeooo
Ngay... thang... nam......
NGUOI LAP KE TOAN TRUONG THU TRUONG PON V]I

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)



Mau 08/QTHV

HOC VIEN HANH CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
QUOC GIA Poc 1ap - Tw do - Hanh phuc
VAN PHONG
i Ha Ngi, ngay ..... thang..... ndm ... ...
GIAY TAM UNG XANG DAU

Ho va tén ngudi nhan: ..........coooieeiiiiiinnen, Bifn S0 X€: .ovvuiiiiniiiiiieiiiieeeiin
DT VI COTE TAUE oo im0 A S S Wl T e e T e D IR
L QO NN o ovvisvimsvnevmviios oo v syss s s s e s s s s e 5 s s s o s s s s s
STT Tén hang PVT | S6 lwgng Duyét cip Ghi chi
Thoi han hoan dng: ........... ! | N

TRUONG PHONG QUAN TRI POI TRUONG POI XE NGUOI TAM UNG
Xuét tam tng: Cép ngay .....thang....nam ........ Bién s Xe...vvvivviviiniriiinns

. Xang .......... L1t (DANG CET L., )
2.Dau............ HE(DEANG GO et )

CHANH VAN PHONG NGUOI CAP TAM UNG



Mau 09/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
QUOC GIA Péc lap - T do - Hanh phiic
BON VI sosiusssassis
S ngay ....thang.....nam.....
TO TRINH
V/v chi dinh/Iya chon don vi cung cép...........
Bh@il secninssisissemmmasmsossosmmaremsnsmsasssamers

1. Can cir phap ly

2. Qua trinh thwong thio hgp dong (néu c6)

3. Kién nghi

Kinh trinh Gidm d6c Hoc vién phé duyét két qua chi dinh/lua chon don vi cung cép......véi

cac ndi dung sau:
~ A A 2 A
- Tén nha thau tring thau............c.c.oovviieieeeeceee e

- Gia dé nghi trang thau

- Loai hgp dong

.......................................................................

- Thoi gian thyc hién hop dong

..............................................

- Céc thong tin khac

- Tai lidu gui kém theo:

Noi nhin: THU TRUGNG PON VI
- Nhu trén;

- T4 chirc thim dinh (dé thdm dinh);

- Luu: VT,



Méu 10/QTHV

BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH Pijc lap - Tw do - Hanh phiic
QUOC GIA
S: /Qb-HCQG .. , Ngay ..... thang...... nam......
QUYET PINH
Veé viéc phé duyét ket qua chi dinh/lya chon don vi cung cap..............

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Can cir Ludt Ddu thau sé 43/2013/0QH13 ngay 26/11/2013;

Can cir Nghi dinh sc\)" 63/2014/ND-CP ngay 26/6/2014 cua Chinh phi quy dinh
chi tiét thi hanh mot s6 dieu cua Ludt Dau thau vé lwa chon nha thau;

Cdn cir Quyét dinh sé 05/2018/QD-TTg ngay 23/01/2018 ciia Thi: twéng Chinh
phu quy d'_z'nh chitc ndng, nhiém vu, quyén han va co cdau té6 chirc ciia Hoc vién Hanh
chinh Quoc gia;

QUYET PINH:
Piéu 1. Phé duyét két qua chi dinh/Iya chon don vi cung cﬁpcho Hoc
vién Hanh chinh Quéc gia nam......véi cac ndi dung nhur sau:

1. Tén don vi cung cap......oooevvvvvecrmerrnnnn, i

= EMAEHT wiiiiiins i mmsasmrosmmmenssmosmrassmes

- M 56 doanh nghiép: .....ocvveevvererrceniin,

2. Loai hgp ddng: ........ooovvvveeeeeeererereessennn,

3. Thoi gian thuc hién hop dong: .............

Piéu 2. Ngudn Kinh phi ........eevveevvrorrnnnnn

Dicu 3. Quyét dinh nay c6 higu lyc thi hanh ké tir ngay ky. Chanh Vin phong,
Thu trudng cac don vi lién quan thude, trire thude Hoc vién chiu trach nhiém thi hanh
Quyét dinh nay. :
Noi-nhgn: GIAM POC
- Nhu Di{au 3;
- Giam doe Hoe vién; o
- Cac Pho Giam doc Hoc vién (dé biét);



Mau 11/QTHV

HOC VIEN HANH CHINH Thdng ..... ndm ..
QUOC GIA
VAN PHONG
NHAT TRINH XE O TO
Bién kiém sodt: ............oe.....
o Pdng hd km bao ’ ) . ol
Neav thane| -<angcon | Xang linh | Xang mua Téne cone | ~2n8 tiu | Xang con S6 km chay| Binh quan | Ngudi viét
g2y B ky trong thang|trong thang B S5 thu lai trong thang| 100 km ky [énh
Pau thang Cubi thang
Cong
s i o " Noi dén cong tac 2 Xéac nhén
Ngay th Tong k o i
Say fhang Ngien dixe Don vl 5 thanh | Sanbay | Neoaitinh| Vidckhac | "2 ™ |ngudi di xe
Hm:ﬁﬁ: chay trong thang: ................km
Lai xe Doi trwéong Doi xe Thi trwéng don vi




Miu 12/QTHV

HOC VIEN HANH CHINH
QUOC GIA
VAN PHONG
BANG QUYET TOAN XANG DAU THEO NHAT TRINH XE O TO ........
KO0 10} o cxnionnnesnnn
; ; , | S6du théng Séxangdau | .
m.oﬂ%ﬁ m%,_ws,. moﬂwa HM‘H%% trudc chuyén Xé&ng linh Xang mua Cong tiéu thy thuc té NMH%WMMMM:
Aiieg mwﬁw\ nz%w\ qoww km/01 - ok - : - - #ﬂo‘:m e -
thang | thang | thang | it S0 1 Gig tri N g tri 0 | Gia tri o | B M| Gid tri 0 |an tri S0 1 Gia tri
luong luong lugng lugng | gid luong luong

Théang .
Théng .
Thang ..
Théng .... -
Thang ..
Théng ..
Thang ..
Théng .
Thang ..
Thang ..
Thang ..
Théang .

Cong

Ké toan Lai xe Doi truwdng déi xe Ké toan trudng Thi trwédng don vi




Miu 13/QTHV

BO NOI VU
HQC VIEN HANH CHINH QUOC GIA

DANH SACH KHOAN VAN PHONG PHAM
CUA PON VI TU THANG .........DEN THANG ...... NAM .....
(Theo Quy ché chi tiéu ndi bd)

STT Tén don vi Tén nguwdi dai dién ciia don vi | Pinh mirc khoan/thang S6 thang Tong s6

NGUOI LAP KE TOAN TRUONG THU TRUONG PON VI



Miu s6 14/QTHV

GIAY DPE NGHI TAM UNG
Ngay ..... thang ..... nam ...
KR G 2 i cssissesses s sasse s eee s e oo
TEI BORIR 3 oosrn e s es i 3058538350 m e s 8RS RSB Eontttceeee e s
e d el o R ————————— N W
Pé nghj cho tam ng SO AN *o (Vidt BANE CO) v

B e

.............................................................................................................

Thu trwéng don vi  Ké toan trudéng Phu trach bd phian Nguoi dé nghij
Duyét tam tng:...... (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)
(Ky, ho tén) N



Miu 15/QTHV

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

BIEN BAN THUONG THAO HOP PONG
Go6i thAU: v,

Y T ¥ S

Can cit phdp ly: [néu cdc cdn cie phdp Iy fién quan dén g0i thau nhw: Ludt déu thdu sé
43/2013/QH13, Nghi dinh 56 63/2014/ND-CP, Véin ban quy dinh vé chic ning, nhiém vu va co cdu 16
chirc; van ban phé duyét dy dn, KHLCNT; cdc vin ban lién quan dén géi thau...].

Homnay,ngay / /  tai diachi: » ching 161, dai dién cho cac bén thuong thao
hop ddng, gdm c6:

Bén moi thiu: [ghi tén Bén mai thau]

Dai dién:

Churc vu:

Dia chi:

Dién thoai: Fax:

Nha thiu: [ghi tén nha thau]

Pai dién:

Chure vu:

Dia chi: ‘

Dién thoai: Fax: -

Hai bén da thuong thao™ va théng nhat nhimg ndi dung trong hop ddng nhu sau:

- Thuong thdo vé nhitng noi dung chua di chi tiét, chua ro hodc chua phit hop, théng nhdt giita
HSMT va HSDT, giita cdc nji dung khdc nhau trong HSDT ¢6 thé dén dén cdc Ppht sinh, tranh chdp hodc
danh huéng dén trdch nhiém cia cdc bén trong qud trinh thuc hién hop dong;

- Thurong thdo vé cdc sai léch do nha thiu phdt hién va dé xudt trong HSDT (néu cd), bao gom ca
cdc dé xudt thay déi hodc phicong dn k thudt thay thé cia nhéa thdu néu trong HSMT c6 quy dinh cho phép
nha thau chao phuong dn ky thudt thay thé;

- Thuong thao vé nhén su:

- Thuong thao vé cde van dé phdt sinh trong qud trinh lua chon nha thau (néu cd) nhdim muc tiéu
hoan thi¢n cdc néi dung chi tiét cria 20i the:fu;

- Thuong thao vé cdc sai sét khong nghiém trong;

- Thuong théo vé cdc néi dung can thiét khac.

Viéc thuong thao hop ddng két thic vao ngdy _ /_ /. Biénban thuong thio hop ddng
duoc lap thanh ban, bén A giir ban, bén B gitt _ ban, céc bién ban c6 gid tri phap 1y nhu
nhau./.

DPAI DIEN BEN A PAI DIEN BEN B

[ky tén, dong ddu (néu co)] [ky tén, déng ddu (néu co)]



Miu s6 16/QTHV
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

HQP DONG MUA BAN HANG HOA, CUNG CAP DICH VU
S6:  /HD

- Can c(r B§ Luét Dan sy s6 91/2015/QH13 ngay 24/11/2015;

- Can cr Ludt Dau thau s6 43/2013/QH13 ngay 26/11/2013;

- Céin cir Nghj dinh s 63/2014/ND-CP ngay 26/6/2014 ctia Chinh phti quy dinh chi tiét thi hanh moét s6
biéu cua Luat PAu thiu vé lua chon nha thu;

- Can cir Quyét dinh s6.../QD-HVHCQG ngdy...thang...nam...... v& phé duyét két qua lua chon nha thiu géi
thau.........va thong béo két qua lua chon nha thiu sé....... ngdy ....thang.... ndm....clia Bén moi thu;

- Céin cir Bién béan thuong thdo hop ddng da duoc Bén moi thiu va Nha tring thiu ky ngay.. thang..nim..;

- Cén ctr nhu cau cta hai bén.

Hom nay, ngay........ thang....... nam............ . — Chl'mg“tﬁi gom:
Bén A: HOC VIEN HANH CHINH QUOC GIA......ocoeeeeeeeeooeeeeeoe
DIBEQIBIY, jimsimsins nhmnmmrsmmmam st s s o SRS Chtre vu: .........

---------------------------------------------------------------------------------------------

Paidién: ..o Chlrc vu: .........
Dia chi:

Tai khoan sé: ...................... T T,
Sau khi ban bac, hai bén théng nhét thoa thuan, ky két hop ddng ...vvveveera, theo nhitng diéu khoan sau:
Diéu 1. Déi twgng hop ddng

Bén A giao cho BEnB........c.ooovvvvvviieo, theo danh muc duoc néu chi tiét tai phu luc kém theo.

Diéu 2. Thanh phin cia hyp ddng

Piéu 4. Trich nhiém cia Bén B

Diéu 5. Gia hgp ddng va phwong thire thanh todn

Piéu 6. Loai hgp adng

Diéu 7. Thoi gian thye hién hop ddng

Diéu 8. Hiéu Iyc hop ddng

[ DAI DIEN BEN A DAIDIENBENB




Miu s6 17/QTHV

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

L N /TLHD

Hom nay, ngay........ thdng....... nam............ tai oo, Chiing t6i gom:
Bén A: HQC VIEN HANH CHINH QUOC GIA.....ccvvunean.

Paidién: ... Chlircvu: oo,
Dia chi:

..................................................................................................
..................................................................................................

------------------------------------------------------------------------------------------------------

Dal dign: ..o Chucvu: .................
Dia chi:

Tai khodn $6: ....ooovvvvvvneininll TBL 55500 s s bimmimmsmsecasntsin
Hai bén théng nhét thanh 1y hop ddng ............\....... s0..../HD ngay... thang......nAm véi cdc noi
dung sau:

Diéu 1: Noi dung cong viée giao dich:

Diéu 2. Két luan:

------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

Bién ban nghiém thu, thanh Iy hop ddng dugc lam thanh.......... ban, c6 gia tri nhu nhau, mdi bén
gitt.......... ban,

| DAI DIEN BEN A [ DAI DIEN BEN B N




POD Viteeoueeereeereeerereessssinnn, Miu 18/QTHV

PHIEU NHAP KHO
Ngay....thang...nim .......
7 R S
R E R e B N
- Theo ... 1 ngay ..... thang ... nam ... €04 .ov.veveeeeeeeeree
Nhap tai Kho: .......oooovvvovo T
« | Tén, nhan hiéu, quy cach, Pon S6 lwgng
So . ) Ma Don | Thanh
pham chat % vi Theo Thue )
TT i} gia tién
tinh | chimg tir | ubdp
A B G D 1 2 3 4
Cong X X X X X

Tong sb tién (viét bang chir):

.................................................................................................

S6 chimg tir kém theo:

..........................................................................................................

Ngay... thang... ndm...

Nguoi Iap Ngudi giao hang Thii kho Ké tosn truémg
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hodc phu trach bo phan

6 nhu cau nhép)
(KY, ho tén)



MAu sé 19/QTHV

Ma OHNS Lo
BANG KE CHI TIEN CHO NGUOI THAM DU
HOI NGHI, HOI THAO, TAP HUAN
= INOTL QUNE ottt et b e et b et e e be et be e st e e beeae et e eatesaeeseeeneees
~ el Con T Doy (O 00 R mcmsmnommnsgmmsiosares sy A e
- Thoi gian hdi thao: ..., ngay, tr ngay...../..../......dén NEAY... ../ oo,
, So tién
So Ho va tén Chire | DPonvi : - Ky
) ) Ngay |Ngay.. R . .
TT vu cong tac Tong so | nhan
A B C D 1 2 3 4 E
Cong X X X

Thu trwdéng don vi

(Ky, ho tén, dong ddu)

..............................................................................................

...........................................................................

Nguwoi lap
(Ky, ho tén)




Miu s6 20/QTHV

T CONG HOA XA HQI CHU NGHIA VIET NAM
L2 5 T ——— Doc lap - T do - Hanh phiic
Mi QHNS.: .............. &
GIAY PI PUONG
B VTR oocmuausossonssn sisiasisssmimiisesnss e soamsmsce sscsms seesiess sS850 BSOS st s
CRUCH | comunsimnieniniss anesmssetarmmconmnmnsnen s ot 53T A S S emmmemes oo
Duge cilr di cOng tAc tal: ......ovveeiiiee e
Theo cong Iénh (hodc gidy gidi thiéu) sb.......... ngay......... thang......... 111 | S
T ngay......... thang........ nam......... &n ngay......... thang........ BV, ssionissinsimmmrnnensnansens
Ngay...... thdng...... ndm......
THU TRUONG PON VI

Tién irng truwdc

T U S R——— d

Cong tac phi................. d

CONng...oovvvvreeecr d

Noi di . Phuong SH ngay Ly do C.h u;ng_ nha.n cuz'z CAG que,m
Noi dén Neay tién sir dung| cong tac luu tra G2 ung the '(Ky ten, dong
' Ng gta dau)
A 1 2 3 4 B

Noi di...

Noi dén...

Noi di...

Noi dén...

Noi di...

Noi dén...

1- Tién vé tau, Xe, may bay:

- Theo mirc khodn:

- Theo thuc té:

2- Tién thué phuong tién di lai:
- Theo mirc khoan:

- Theo thye té:
3- Phu cip luu tra
4- Tién phong :
- Theo mirc khoan:
- Theo thuc té:

Ngay ... thang ... nam .

Duyét Duyét
Thoi gian luu tri duge huéng phu 86 tién dugc thanh toan la-..............
cap....... ngay...
hudng phu cép............. ngay
NGUOI PI CONG TAC ~ PHU TRACH BO PHAN KE TOAN TRUGNG

(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)



HOC VIEN HANH CHINH QUOC GIA
MA QHNS: «uevrvenennernnennresessssasn

Méu s6 21/QTHV

BANG KE THANH TOAN TIEN CONG TAC PHI

N6i dung chi: Thanh toan tién cong tac phi

Tién cong tac phi
TT Ho va tén Cong so tien | Ghi chi
S6 ngay | Pinh mirc So6 tién
Tong cong -
SEATEI DANE OIS svconsinnssinmminnns snwas oo dao snice e i dsa i

NGUOI LAP

THU TRUONG PON VI




Miu 22/QTHV

HOC VIEN HANH CHINH QUOC GIA

BON VI cocscsnon
BANG THANH TOAN TIEN KHOAN CONG TAC PHI
TU THANG.... PEN THANG ....NAM .....
STT Ho va tén Pinh mirc khoin/thiang S6 thang Téng 56

NGUOI LAP ‘ THU TRUONG PON VI



HOQC VIEN HANH CHINH QUOC GIA

BO NOI VU

DANH SACH CHI TRA TIEN AN, TIEN TIEU VAT....
CHO THANH VIEN POAN PI CONG TAC NUOC NGOAI

Miu 23/QTHV

Pon vi tinh: USD

STT

Ho va tén

Chirc vu

Pon vi cong tac

Tién an

Tién tiéu vit

Tién...... Tong so

Ky nhin

NGUOI LAP

TRUONG POAN CONG TAC



HOC VIEN HANH CHINH QUOC GIA

PON VI i

..............

BANG/DANH SACH THANH TOAN TIEN

---------------------------

----------------------

Miu 24/QTHV

STT

Ho va tén

Noi dung cong viéc

S6 lwgng

Pinh mic chi

S6 tién dwec thanh toan

Ghi chi

NGUOI LAP

THU TRUONG PON VI



Miu s6 25/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH Doc lap - Tw do - Hanh phic
QUOC GIA
. Ha Noi, ngay ..... thang.... nam.........

HOP PONG THU'C HIEN DE TAI KHOA HQC CAP......
- Cén cir B Ludt Dan su s6 91/2015/QH13 ngay 24/11/2015;
- Can ctr Ludt Khoa hoc va Céng nghé ngay 18/6/2013;
- Can ot Thong tu s6 05/2014/TT-BKHCN ngay 10/4/2014 cia Bé Khoa hoc va Céng nghé ban hanh miu

hop déng nghién ctru khoa hoc va phat trién cong nghé;

CHUNG TOI GOM:

Bén dit hang (Bén A): Hoc vién Hanh chinh Quéc gia
Daidién: .............................

2L R NN A
Daidién: ... TR Chlrc vu: .ooovvivv,

Tai khodn sd: ...................... Ml csicnitiiimmmenmmmonssoseensosssosss
Diéu 1. Pt hang va nhén dit hang thye hién aé tai

Diéu 2. Théi gian thyc hién hop déng

Di¢u 3. Kinh phi thyc hién @& tai nghién citu khoa hoc
Diéu 4. Quyén va nghia vu ciia csic bén

Diéu 5. Chdm dirt hop déng

Diéu 6. Xit Iy tai chinh khi chAm dit hop ddng

Diéu 7. Xir Iy tai sin khi chAm dirt hop dong

Piéu 8. Piéu khoan chung

Dicu 9. Hiéu lye ciia hop ddng,

Hop déng ndy ¢6 hiéu luc ké tir ngay ky. Hop ddng nay duoc lap thanh .....ban va cé gi4 tri nhu nhau, méi
bén gitt ..... ban.

B "~ BENA BEN B ]




Miu s6 26/QTHV
CONG HOA XA HQOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

........ , NGAY......thdng..... ndm.......

BIEN BAN NGHIEM THU VA THANH LY
HOP DONG THU'C HIEN PE TAI KHOA HQC CAP.....

----------------------------------------------------------------------------------

- Can ctr B6 Luat Dan su sb 91/201 5/QHI3 ngay 24/11/2015;

- Cén ctr Ludt Khoa hoc va Cong nghé ngay 18/6/2013;

- Cén ct Théng tu s§ 05/2014/TT-BKHCN ngay 10/4/2014 ctia B4 Khoa hoc va Céng nghé ban hanh miu
hop ddng nghién ctru khoa hoc va phat trién cong nghé;

- Cén clr hop dong thuc hién dé tai khoa hoc cdp....ngay... thang .nam... gitta Gidm déc Hoc vién Hanh
chinh Quédc gia v6i Chii nhiém dé tai.

CHUNG TOI GOM:

Bén dit hang (Bén A): Hoc vién Hanh chinh Quéc gia

Dai dién:

Chicvu: oo

Bén thué khoan (Bén B):
DRI . vovmemnmmnn s i s emvamsmammeswan s somion 6 e sasi o Chic vu: ......

Chic vu:

Tai khoansé: ...................... L ) [P

Cung (hda thuén va thong nhét ban giao két qua va thanh Iy hop déng thyc hién d& tai khoa hoc
cép...ngdy.. théng... ndm... gitta Gidm déc Hoc vién Hanh chinh Quéc gia véi Chu nhiém dé tai (sau day
goi tit 1a hop ddng) véi cac diéu khoan sau:

Piéu 1. Xdc nhan két qua thye hién dé tai

Diéu 2. Xir 1y tai chinh clia @& icvcccreeeeerrersenneeeeeeeeeseseooooooooo

Bién ban thanh Iy hop dong nay cé hiéu luc ké tir ngay ky; dugc 1ap thanh .....ban va co gié tri nhu nhau,
Bén gitt ..... ban, Bén B gi.... ban.

B — BENA BEN B




Miu s6 27/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH DPic 1ap - Tw do - Hanh phiic
QUOC GIA
Ha Néi, ngay..... thdng ... nam ......

Can ctt Bo Luat Dan su s 91/2015/QH13 ngay 24/11/2015;
Can ctr Quyét dinh sb 05/2018/QD-TTg‘ngéy 23 thang 01 nam 2018 cua Thu tuéng Chinh

pht quy dinh chitc ning, nhiém vu, quyén han va co cu td chirc cia Hoc vién Hanh chinh
Quoc gia.

Hom nay, ngay...... thang....ndm......, ching t6i gdm:

BEN A: HOC VIEN HANH CHINH QUOC GIA
Dai dién

...........................................................................................................

.........................................................................................................

BHACHL: 1.oicnrencrsnenoesemmisssssnasasensossssnssssssssissenss sssnssnmenssnn amesmstoen et eessssesns
Dién thoai: ........cooovviveereerenn, FaX: oo
Tai khoan: ........ccooveevevienn. VAL oo i b sss s amseas e S
M4 quan h¢ ngén sach: ........ccccovvervvnnnn. M3 86 thué: .......oovvvrerererrrenn.
BEN B: oo esssenssssssssssssessssssssessssssssssssssssssesseesssssssssseseeesesoseese

Pai dién

Chirc vu:

..........................................................................................................

........................................................................................................

Sau khi ban bac, hai bén théng nhit thoa thuén cac diéu sau:

Piéu 1. Trich nhiém, quyén loi Bén B

Piéu 2. Trach nhiém, quyén loi Bén A

Diéu 3. Phuong thire thanh toan

Diéu 4. Quyén s hiru tri tug

Diéu 5. Nghia vu cung cAp théng tin

Diéu 6. Diéu khoén chung _

Hop ddng duoc 1ap thanh .... ban, c6 gid tri nhu nhau. Bén A: ... ban; Bén B: ...... ban;
......................................... /.

DAI DIEN BEN A DAI DIEN BEN B



Miu s6 28/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH Déoc ldp - Tw do - Hanh phic
QUOC GIA
Ha Néi, ngay ..... thang...... ndm.....

BIEN BAN NGHIEM THU VA THANH LY HOP PONG

GIAO KHOAN CHUYEN MON
Cin clr hgp dong da ky ngay....thang..... ndm gitta Hoc vién Hanh chinh Quéc gia va
Hoém nay, ngay......... thang........ TN s BB iissaniventenns , chiing t6i gém:

BEN A: HOC VIEN HANH CHINH QUOC GIA
Pai dién

...................................................................................................

................................................................................................

DIBORTY nmiivnsmonssssncsens savvove seorsasaressesassnisisn sstasn disesssisssoremmmmmmtimeennn.
Dién thoai: ......cocovveveiireeen FaX: ..o
Tai khoan: ............oovevevervnnn, L .
Ma quan hé ngén sach: ...........ccevevveronnn.. Ma 58 thué: .....ooovovivr
TR TR e mnona oo oA S S

Hai bén théng nhét nghiém thu san phim va thanh ly hop dong da ky voi nhitng ndi dung cu
thé nhu sau:

1. N§i dung cong viéc:

2. Két lufn.

Bién ban nghiém thu va thanh ly hop ddng nay duoc lap thanh ..... béan, c6 gid tri nhu nhau.
Bén A:....... ban; Bén B: .......... BN, i mmmsmsemssesstsss sk Jo

PAI DIEN BEN A | PAI DIEN BEN B



Mau sb 29/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH QUOC GIA Poc lap - Ty do - Hanh phiic

Ha N¢i, ngay thang nam

DU TOAN CHI TIET

Trien khai dé tai CAP CO SO ...cveurecrrcccusiicmencnerriressssssssssssssessessnsssssessssssasssesses

1. Can cir phap ly:

sessssmnsssvassas R P sssssssssssssasenannns

R T T T

sssesessns sssassssssssssasassas ssesssssssssnnsssnnanrennannnsns

T e s e et o r Ittt et s s e s s arr e nniensssrleressaiineeestessssessissssssssssnnmsssssnsssssss srssssssnsssnnnssnns

2. Du toan chi tiét: Pon vi tinh: dong

S6
STT Nhiém vu ngay/bdo | S6 lwong Dinh mirc Thanh tién Ghi chi

- .

cao

I |Xay dung thuyét minh d@ tai, bao cio &:m quan

I [Chu nhiém dé tai

2 |Thuky

3 |Thanh vién khac

Ngubdn: .......

Zm:m:“ .......

Noi dung nghién ciru khoa hoc: Thu thip va phan
IT |tich théng tin, tai li¢u, dinh gia thuc trang, dé xuit
giai phap

1 |Chii nhiém dé tai

2 |Thuky

3 |Thanh vién khac

Nguén: .......

Nguén: .......




111 |Hi ddng d4nh gia cAp khoa Nguon: .......

1 |Chu tich Hoi dong Nguén: ......

2 |Thanh vién Hdi ddng

3 |Thu ky hanh chinh

4 |Pai biéu tham du

5 |Nhan xét danh gia ctia Uy vién phan bién trong HP

IV |H$i dong danh gia cAp Hoc vién : Nguon: .......
I |Chu tich Hoi dong Ngudn: ...

2 |Thanh vién Hoi ddng

3 [Thu ky hanh chinh

4 |Pai biéu tham du

5 |Nhén xét danh gid cia Uy vién phan bién trong HP

V  |Chi quin ly chung (khdng qua 5% téng du toan)

Téng cong (I+I+II+IV+V)

BANG CRIE oo eoeeeoeeeo
£ T e

CHU NHIEM PE TAI GIAM POC HQC VIEN



Miu s6 30/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH QUOC GIA Déc lap - Ty do - Hanh phic

QUYET TOAN DE TAI KHOA HQC CAP CO SO

---------------------------------------------------------------------------------------

STT N§i dung D todn Quyét toén Ghi cha

Xay dyng thuyét minh dé tai, bao cdo
téng quan

1 |Chu nhiém d& tai

2 |Thuky
3 |Thanh vién khac

N§i dung nghién ciru khoa hoc: Thu
IT |thdp va phin tich thong tin, tai liéu,
danh gia thye trang, dé xuit giai phap

1 |Chu nhiém dé tai

2 |Thuky

3 |Thanh vién khac

II |Hoi dong danh gia cAp khoa

1 [Chu tich Hi dong

2 [Thanh vién Hoi ddng

3 |Thu ky hanh chinh

4 |Dai biéu tham du

Nhén xét danh gia cta Uy vién phan bién
trong HD

IV |Hi dong dénh gia cp Hoc vién

1 |Chu tich Hoi dong

2 |Thanh vién Héi dong

3 |Thu ky hanh chinh




4 |Dai biéu tham du

Nhén xét danh gié ciia Uy vién phan bién
trong HP

V |Chi quén ly chung (5%)

Tf‘)ng cong

NGUOI LAP

CHU NHIEM PE TAI




Miu 31/QTHV

DU TOAN KINH PHI TO CHUC CAC KHOA PAO TAO, BOI DUONG

-------------------------------------------------------------------------------------------------

Kinh phi: Ngin sach nha nwéc cAp nim

(Kem theo Quyét dinh s /QP-HCQG ngay thing ndm cia Gidm déc HVHCOG)

(Pon vj tinh: VN ddng)

A . A
STT NOI DUNG pyr | S0ngudi 2 Pinh mie | Du tosn
(lwgng) buoi/lop ’ :
I Khoa hoc td chirc tai............
1 |Khai giang, bé giang
2 |Thanh toan giang vién
3 |Cong tac chuyén mon
4  |Nudc ubng, giai khat gilra gio
5 T4 chirc cho Hoc vién di khao sat,
thuc té
6 Cong tac giam sat, quan 1y, co sG
vt chit, phuc vu truc tiép 16p hoc
7 |Chi hoat dong quan Iy tryc tiép
II [Khéa hoc tb chirc tai............
1 |Khai giang, bé giang
2 |Thanh todn giang vién
3 |Cong tac chuyén mén
4 |Nudc ubng, giai khat giita gid
5 T chie cho Hoc vién di khao sat,
thuc té
6 Cong tac giam sat, quan ly, co sd
vit chit, phuc vu truc tiép 16p hoc
7 |Chi hoat dong quan ly truc tiép
III |Khéa hoc t chire tai............

Tong cong




Mau s6 32/QTHV

QUYET TOAN KINH PHi TO CHUC CAC KHOA PAO TAO, BOI DUONG

-------------------------------------------------------------------------------------------------

Du toan dwge phé duyét (hodic du
todn diéu chinh) .
STT NOI DUNG PVT| ] Quyet toz.m Cl:enh
SO ngupi| So Pinh (thwe chi) léch
L i Du toan
(lugng) | budi/lép| mire

I Khéa hoc té chire tai..ceenn....

1 |Khai giang, bé giang

2 |Thanh todn giang vién

3 |Cong tac chuyén mén

4 [Nu6c udng, giai khat gifra gios

5 T4 chirc cho Hoc vién di khao sat,
thure té

6 Cong tac giam sat, quan ly, co so vit

chét, phuc vu truc tiép 16p hoc

7 |Chi hoat dong quén ly truc tiép

II |Khéa hoc t6 chire tai............

Khai giang, bé gidng

Thanh toan giang vién

1
2
3 |Céng tac chuyén mén
4

Nuée udng, giai khat gitra gio

T chirc cho Hoc vién di khao sat,
thue té

Céng tac giam sat, quan ly, co s& vat
chat, phuc vu truc tiép 16p hoc

7 |Chi hoat déng quan 1y truc tiép

III |Khéa hoc t chire Wi

Tong cong

NGUOI LAP THU TRUONG PON VI




HOC VIEN HANH CHINH QUOC GIA

PON VI ceoerecererrreen,

BANG THANH TOAN TIEN HO TRQ TIEN AN HOC VIEN

Méu 33/QTHV

STT

Ho va tén hoc vién

S6 lwgng

Dinh mirc chi

S6 tién dwgc thanh toan

Ghi cha

NGUOI LAP

THU TRUONG PON VI



Miu 34/QTHV
HOQC VIEN HANH CHINH QUOC GIA

DU TOAN KINH PHI LOP BOI DUGNG ....covueeeeerecsscasisesssssssssssssssssassassasssssssssassossssses
DI G NOC: wvereereeeeceeeecrcecesesctesssesssesessesessesssesassssans
Pon vi tinh: dong
Dw toan
STT NOI DUNG Ghi chi

Pon vi tinh | Mirc chi | S6lwgng | Thanh tién

1 |PHAN THU

Kinh phi hoc tap

II |THUE THU NHAP DOANH NGHIEP

III |TONG CHI PHI
1 [Chuén bj thi tuc mé 16p

¥

Cong tac lap ké hoach chuong trinh, diéu hanh lich giang va lién hé
GV

3  |Cong tac xay dung dy tri kinh phi, dam phan, kv két hop déng

4  |Hoat dong khai giang, bé giang

12 [Chi céng tac phdi hop mé 16p

IV [CHUYEN CHI CHUNG HOC VIEN

TRUONG BAN GIAM POC HQC VIEN




Mau s6 35/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH Doc lap - Tu do - Hanh phic
QUOC GIA
.......... ngay.....thang.....nam......
HQP PONG GIANG DAY
L /HPGD
Cin cir vao ké hoach dao tao, boi dudng nam.....cla Hoc vién Hanh chinh Quéc gia.

Can cir vao du toan kinh phi va lich hoc tap 16p

...................................................

Ho6m nay, ngay ....... thang ...... LRI oosonissss tai

Dal dién bén ¢6 nhu clu gidng day (BEN A): HQC VIEN HANH CHINH QUOC GIA

........................................................................................................................

Hai bén thoa thuén ky hop dong gidng day Idp ......... - ST néi dung nhu sau:
Piéu 1. Noi dung giang day:

TT Tén chuyén dé S6 tiét quy dbi Thai gian day Dia chi giang day

Diéu 2. Gia tri va phwong thire thanh toan
Diéu 3. Trach nhiém ciia mdi bén
Diéu 4. Hiéu lyc hop ddng

Hop dong nay c6 hiéu luc ké tir ngay ky; duoc lap thanh ..... ban (mdi bén gifr........... ban,............ 3:

BEN A BEN B



Maiu 36/QTHV

BO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH Dgc lap - Tw do - Hanh phiic
QUOC GIA eeEp -
e ngay.....thang.....nam......

BIEN BAN THANH LY HOP PONG GIANG DAY

Can cir vao hop dong giang day sé ...... ngay thang ndm;
Can clr vao qua trinh thuc hién.

Hém nay, ngay .... thang .... ndm ... tai

Dai dién bén c6 nhu ciu gidng day (BEN A): HOC VIEN HANH CHINH QUOC
BER. i commssmmsirs '

T
Pai dién bén nhin giang day (BEN B):
Dla chi:

----------------------------------------------------------------

Hai bén thoa thuan ky thanh 1y Hop dong giang day s6 <eNEAY .. thdng .... ndm ..., v6i cac nodi dung
sau:

2- Bén B da nhan tién di ]al sinh hoat tai co s& dbi tac phdi hO’p ma 16p.

3- Bén A thanh toan bing chuyén khoan vao tai khoan cia bén B sau khi ky thanh Iy hop dong giang
QY Wisisiraissinamm dong (bang chiy- e s ebe e s s e o

Hai bén théng nhét tuén thu cac nghia vu khéc theo quy dinh ctia Hoc vién Hanh chinh Quodc gia.

Bién ban thanh Iy hop dong giang day dugc lap thanh....ban, ¢6 gia tri phép 1y nhu nhau, Bén A giir
ban, Bén B gift 01 ban ......coovvvveeeene,

BEN A BEN B



Miu sb 37/QTHV

BO NOI VU
HOQC VIEN HANH CHINH QUOC GIA

BANG THANH TOAN TIEN VUQT GIO GIANG CUA GIANG VIEN NAM......

Thii lao gi& day virgt chuén Trong d6 phin bd =m=w=
S6 tiét thye sidng sau quy dbi Ngin sach
Howiitn | CPIE _ S oigy | PO i
sTr| 2 vaten danh, | Pinh BD | BD : Sé tiét & theo . KP Nguon
giang vién i P PH ; Ch Th - vugt . Thanh KP KTX
hoc vi |mue gl PH tai| CV A ac mién chire 3 thue thu sw
o i3 chinh a 2 |4P VY cao |[s§ tién Cong iam trong danh tien uong DTBD | pehié
glang u chirc | CVC, |nuyén, g _m- : el nim ; Xuyén CBCC ghiep
L cvee| sa | F J hige vj TCBM
I |KHOA...
| [ P -
=15 Me— 2
II |KHOA....
| [ Pr——
2 b
IIT | KHOA....
Téng chng

Thu truwdng don vi

Ngudi lap biang Ké todn rudng




Mau sb 38/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
QUOC GIA Dojc ldp - Ty do - Hanh phic
BON Vv
S6: .../TTr-....... ___,ngay__ thing ndm___
TO TRINH
Phé duyét ké hoach lya chon nha thiu
Goi thau: ...,
Kinh gui: ..o

Cén cit Lugt ddu thdu s6 43/2013/QH13 ngay 26 thang 11 nim 2013;

Cén ctt Nghi dinh 56 63/2014/ND-CP ngay 26 thing 6 nam 2014 ciia Chinh phii quy dinh chi tiét thi
hanh mét sé diéu cia Ludt dau thau vé lua chon nha thau;

Cép ctr (ghi s6, thoi gian phé duyét va nji dung van bdnf la can cie dé lap ké hoach Iya chon nha
thav, bao gom): Quyét dinh giao du todn ngan sdach; Quyét dinh phé duyét du todn mua sam... ... ....

................ kinh trinh Giam dc Hoc vién xem xét, phé duyét ké hoach Iua chon nha thiu trén co
s& nhitng ndi dung dudi day:

I. Md ta tom tit géi thiu: Tén 201 'thﬁu; tong gid tri g6i thau; ngudn vén; thoi gian thuc hién; dia
diém, quy mo; céc thong tin khéc (néu co).

II. Phin cbng viée da thuce hién

st | N0l dung cong vigchodic | 5 e pion® | Gig 1q® Yin.ban phe
tén goi thau ’ # g duyét

Téng gia tri [két chuyén sang Bing 56 5]

I11. Phén cdng viée khéng dp dung dwge mt trong céc hinh thirc Iwa chon nha thiu

STT |  Nbi dung cong viéc" Pon vi thue hién® Gia tri”

Tong gid tri thye hién [két chuyén sang Bing 56 5]

IV. Phin cbng viée thugc ké hoach lya chon nha thiu

1. Bing 5_ng hop phan cng viéc thue ké hoach lwa chon nha thau:

. Phwong | Thoi gian
Hinh : T : i .k
B o id .z A ’ thire Iwa | bat dau to | Loai Thoi gian
Tén géi | Gid géi | Nguon | thire lwa . : i
STT A A X ' chon chiclya | hop | thyce hién hyp
thau thau von chon 3 X 2 A~ T
e nha chon nha | dong dong
nha thau A 2
thau thau
Tong gid géi
thau [két chuyén
sang Bang so 5]

2. Gidi trinh ndi dung ké hoach lwra chon nha thau:

V. Phin céng viéc chwa di diéu ki¢n Iap ké hoach Ira chon nha thiu (néu c6)

STT Néi dung Gia tri

Tfmg gid tri cac phin cong viée [két chuyén sang Bing s6 5]




VI. Tén

. .« r A A A
1a tri cic phén cong viée

STT

Noi dung

Gid tri

1

Téng gia tri phan cong viéc da thuc hién

2

Tong gia tri phan cong vige khong ap dung duge mét trong céc
hinh thirc lua chon nha thau

3

Téng gia tri phan cong viée thude ké hoach Iua chon nha thau

4

Tong gid trj phan cong viée chua du didu kién 1ap ké hoach lya
chon nha thau (néu co)

A .- . - A ~ A
Tong gid tri cic phan céng viéc

Tong gid tri géi thiu

VIL Kién nghij

Neoi nhin:

- Npu trén; !
- T6 chire tham dinh;
- Luu VT.

...........................................

THU TRUONG DON V]




, N ool ) _ Miu s6 39/QTHV
[TO CHU'C THAM PINH] CONG HOA XA HOI CHU NGHIA VIET NAM

........ Djc lap - Ty do - Hanh phiic

S6: ngay __ thdng nam

i BAO CAO THAM PINH
vé ké hoach Iwa chon nha thau goéi thau: ... .. ...

Kinh @iti: ooeeoeeoeeeese)

Can clr Lugt ddu thdu s6 43/2013/QH13 ngay 26 thdng 11 nam 2013;

Can ctr Nghj dinh s6 63/2014/ND-CP ngay 26 thang 6 nam 2014 cia Chinh phii quy dinh chi tiét thi
hanh mét s6 diéu cua Ludt dau thau vé luya chon nha thau,

Can cit: Quyét dinh giao di todn ngdn sach; Quyét dinh phé duyét du todn mua sam... ...

Trén co so to trinh cla __ [ghi tén té chire ¢6 trdch nhiém trinh duyét ké hoach lwa chon nha thau]
vef: viéc phé duyét ké hoach’hlra chon nha thu va cac tai liéu lién quan duoc cung Cép, \ [ghi tén
10 chircc tham dinh] da tién hanh thdm dinh ké hoach lva chon nha thau géi thau tir

.............

ngdy thing nim_ /ghi ngdy nhin dwgc ddy @i hd so trinh  duyét] dén
ngay thang ndm__/[ghi ngay cé bdo cdo tham djnh] va béo céo vé két qua tham dinh nhu sau:

I. THONG TIN CO BAN

1. Khai quat vé géi thau:

Phdn nay néu khdi qudt vé noi dung chinh ciia géi thau nhu sau.

a) Tén goi thau;

b) Tong muc dau tu;

¢) Ngudn vén;

d) Tén chu dau tu;

d) Thoi gian thuc hién géi thiu;

e) Dia diém, quy md goi thau;

g) Céc théng tin khéc (néu co).

2. Tém tit ndi dung viin ban trinh duyét ké hoach lwa chon nha thiu:
T6 chikc tham dinh tém tét cde noi dung theo to trinh cia chii dau tu, cu thé nhw sau:
a) Téng gi4 +ri phan cong viéc da thue hién: _ /ghi gid tri],

b) Téng gid trj phan cong viée chua thyre hién ma khong ap dung duge mdt trong cdc hinh thirc lua
chon nha thaw:  /ghi gid tri];

c) Tong gié tri phan cong viée thudc ké hoach lya chon nha thau:___ /ghi gid trif;

d) Tong gid tri phdn cdng viée chwa di didu kién 1ap ké hoach lva chon nha thiu (néu cé):  [ghi
gid trif;

d) Tong gié trj céc phan cong viée: __[bang tong cdc gid trj tai diém a, b, ¢ va d Muc nay];

e) Té-ng muc dau tu cta gbi thiu: __[ghi gid tri].

3. T6 chire thAm dinh:

III. TONG HQP KET QUA THAM PINH

1. Cin ci phép ly dé 1ap ké hoach lya chon nha thiu:

a) Tong hop két qua thdm dinh vé can ct phép ly:



Két qua thdm dinh vé cin cu phéap 1y cua viéc 1ap ké hoach lua chon nha thau duoc tong hop theo
Béng s6 1 dudi day:

Bing so 1
. 2 Két qua tham dinh
STT N9¢i dung kiém tra Co Khong 6
@) (2) 3)
I Quyef dinh phé duyét duw dn hogc Gidy chimg nhdn dang
ky dau tu _
2 | Van ban phé duyét nguon von cho géi thau
3 | Hiép dinh, hop dong vay von (néu c6)
4 | Cdc van ban phdp ly lién quan
2. Phén chia ......... thanh cdc géi thau:
3. Noi dung to' trinh phé duyét ké hoach lua chgn nha thau:
a) Phin cong viée khong thude ké hoach Iwa chon nha thiu:
- Phén cong viéc da thuc hién:
- Phén cong vige khong dp dung duge mot trong cac hinh thire lwa chon nha thau:
- Phin cong viée chua du didu kién 1ap ké hoach lya chon nha thau (néu co)
b) Phan cong viée thude ké hoach lua chon nha thau:
Bing s6 2 duéi day:
Bing sb 2
TONG HQP KET QUA THAM DINH NOI DUNG
KE HOACH LUA CHON NHA THAU
) Két qua thim dinh
N6i dung tham dinh Tuén thi, phit | Khong tuin thi hoic
SEL ) : hop khéng phi hop
‘ @) 3)
1 | Tén goi thau
2 | Gia goi thau
3 | Ngudn von
4 [ Hinh thirc va phuong thirc lura chon nha thau
5 | Thoi gian bt dau 6 chirc lua chon nha thau
6 | Loai hop dong
7 | Thoi gian thuc hién hop dong
IV. NHAN XET VA KIEN NGHI
1. Nhin xét vé ndi dung ké hoach lwa chon nha thiu
2. Kién nghi
Noi nhin: [DAI DIEN HQP PHAP CUA
- Nhu trén; TO CHUC THAM PINH]

- Chu dau tu; o )
. LUE Va]L"l_ = [ghi tén, chire danh, ky tén va dong dédu (néu cd)]




Miu s6 40/QTHV

BONOIVU CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN HANH CHINH Doc lap - Tw do - Hanh phiic
QUOC GIA
S6:  /QP-HCQG ., ngay _ thdng _ ndm
QUYET PINH
Vé viéc phé duyet ké hoach Iya chon nha thiu
Goi thAU:......oeeverrera.,

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Canct__ [Ludt ddu thau s6 43/2013/QH13 ngay 26/11/2013];

Can cir___[Nghi dinh 56 63/201 4/ND-CP ngay 26/6/2014 cia Chinh phi quy dinh chi tiét thi hanh
mét s6 diéu ciia Lugt ddu thau vé lwa chon nha thau];

Can ¢t [edn cir tinh chdt, yéu cdu cia cdc goi thau ma quy dinh cdc can cik phdp Iy cho phii
hop];

Cén ctr bao céo thim dinh ngay [ghi ngay, thang, ndmj cua [ ght tén t6 chirc tham dinh ]
vé viéc thdm dinh k& hoach lya chon nha thau goi thdu

Theo dé nghi cia_ / ghi tén chu dau tu] tal vin ban to trinh s6 [ghi 56 hiéu (o trmh] ngay
[ghi ngay van ban] vé viéc trinh duyét ké hoach lua chon nha thiu gbi thau...

QUYET PINH:

biéu 1. Phé duyét ké hoach lwa chon nha thiu gdi thaU......oveeeeenn, v6i ndi dung chi tiét theo phu
luc dinh kém.

Diéu 2./Ghi tén chii déu tu] chiu trach nhiém td chirc lwa chon nha thiu theo ké hoach lya chon nha
théu dugc duyét dam bao tuan thu cac quy dinh hién hanh.

[Ghi tén t6 chite, cd nhan gidm sat, theo doi hoat djng ddu thdu] chiu trach nhiém td chirc giam
sat, theo ddi hoat dong dau thiu dugc giao theo Phy luc kém theo Quyét dinh nay.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky. /. ghi tén nguoi dimg dau co quan chu
ddu tu]chiu trach nhiém thi hanh Quyét dinh nay.

Noi nhin: GIAM DOC
- Nhu Diéu 3; '
- Giam déc Hoc vién;

- Cac PGD Hoc vién (dé biét);



Méu s 41/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
QUOC GIA Doc lap - Tw do - Hanh phie
228 10 R4 E———

N[ H— ITTr= o,
TO TRINH

Vé vige phé duyét bin yéu cu bo gis
Goéi thau ...

Cén cir Luat DAu thau sb 43/2013/QH13 ngay 26/11/2013;

Can cir Nghi dinh s6 63/2014/NP-CP ngay 26/06/2014 cia Chinh phu quy dinh chi tiét thi hanh
mot so diéu ciia [Ludt Pau thau vé lyra chon nha thau;

Can ctr Thong tw s6 11/2015/TT-BKHDT ngay 27/10/2015 cia By K€ hoach va Pau tr quy dinh
chi tiet viéc ldp Ho so yéu cau ddi vdi chi dinh thau, chao hang canh tranh;

Cin ctr Quyét dinh sb ..., ngay ... vé viéc phé duyét du toan mua sam (néu co);

Cin ¢t Quyét dinh s ..., ngay... v& viéc phé duyét ké hoach la chon nha thiu;

Can cir (cdc van ban phdp 1y lién quan khac), \
.......................................... trinh phé duyét ban yéu ciu béo gia géi thau véi cac ndi dung chi yéu
nhu sau: -

1. Tén g6i thau: ...

2. Thudce du toan mua sim: ...

3. Tén chu dau tu: ...

4. Ndi dung ban yéu cau bio gid nhu Dy thao dinh kém

.......................... tNh s phé duyét ban yéu clu bao gis./.

Noi nhén: THU TRUONG PON V]
- Nhu trén;

- Luu: VT.



Méu sb 42/QTHV

BONOIVY CONG HOA XA HOI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH Doc lip - T do - Hanh phiic
QUOC GIA
B0 e e , ngay.....thang.....ndam ... ...
QUYET PINH

Vé viéc phé duyét bén yéu ciu bio gi4
Goi thau ...

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Can cir Luat DAu thau s6 43/2013/QH13 ngay 26/11/2013:

Can cir Nghi dinh s6 63/2014/ND-CP ngay 26/06/2014 cia Chinh phi quy dinh chi tiét thi hanh mot
s0 diéu cua Ludt Pau thau vé lya chon nha thau:

Céin ¢l Thong tw s6 11/2015/1'[-BKHD I ngay 2//10/2015 cia Bo Ké hoach va Pu tu quy dinh chi
tiét viéc 1ap HO so yéu cdu doi véi chi dinh thau, chao hang canh tranh;

Cian ctr Quyét dinh s6 ..., ngdy ... vé viéc phé duyét du todn mua sim (néu co);
Can cir Quyét dinh s6 ..., ngay... vé vide phé duyét ké hoach lua chon nha thau;
Cin cr To trinh s6 ..., ngay... vé viéce trinh phé duyét ban yéu cu bao gia goi thau ...;

Can cir (cde van ban phdp Iy lién quan khdc),
QUYET PINH

Diéu 1. Phé duyét ban yéu ciu bdo gid géi thdu ... (c6 Hd so kém theo)

Diéu 2. Can cir ndi dung ban yéu chu bio gia da dugc phé duyét tai Didu 1, (Tén bén moi thau) td chic
thue hién cdc budc tiép theo diing c4c qui dinh hién hanh.

Pitu 3. oo, , T6 thdm dinh, ..., c4c ¢4 nhéan va don vi lién quan chiu trdch nhiém thi hanh
Quyét dinh nay.

Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Noi nhin: GIAM POC
- Nhu DBiéu 3;

- Gidm déc Hoc vién;

- Céc PGD Hoc vién (dé biét);



Mau s6 43/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
QUOC GIA Doc lap - Tu do - Hanh phiic
PON VI.......c.......
L ngay  thing ndm ... ...
S0 e [TTr-vviinne,
TO TRINH

Vé viée phé duyét hd so yéu ciu
Go6i thau ...

Kinh gUri: oo,

Cén clr Luét DAu théu s6 43/2013/QH13 ngay 26/11/2013;

Can cir Nghi dinh 56 63/2014/ND-CP ngay 26/06/2014 ctia Chinh phu quy dinh chi tiét thi hanh
mét 86 diéu cia Ludt Déu thiu vé lya chon nha théu;

Cin cir Quyét dinh s6 ..., ngdy ... vé viéc phé duyét du todn mua sim (néu cd);
Cén ctr Quyét dinh sb ..., ngay... vé viéc phé duyét ké hoach lua chon nha thau;

Caén cir (cdc van ban phdp ly lién quan khac),

chii yéu nhu sau:
1. Tén g6i thau:

.......................................................

2. Thudc du toan mua sam:

3. Tén cht dau tu:

4. Don vi 1ap hd SO YU CAU: wevveeeeeeeeeeee
5. Noi dung hd so yéu cau (dinh kem)
.......................................... kinh trinh./.

Noi nhin: THU TRUONG DON VI
- Nhu trén;

- Luu: VT.



Mau s6 44/QTHV

[TEN TO CHUC THAM PINH] CONG HOA XA HQI CHU NGHIA VIET NAM
————- Poc lap - Tw do - Hanh phiie

S6: ,ngay _ thdng  ndm

BAO CAO THAM PINH HO SO YEU CAU

KInhigills wouvmnmssmsasammmisisivassmseanmenumsssssisiss
- Can ci! [Ludt dédu thau sé 43/2013/QHI13 ngay 26 thang 11 nam 2013 ciia Quéc hdi];

- Cin ctr! [Nghi dinh 56 63/2014/ND-CP ngay 26 thang 6 nam 2014 cua Chinh phi quy dinh chi
tiét thi hanh mét so diéu ciia Ludt dau thau vé lia chon nha thau];

-Cancir [Vian ban quy dinh chgl*c ndng, nhiém vu cua 16 chirc tham dinh, vin ban giao nhiém vu
tham dinh hodc hop dong thué tw van tham dinh];

- Cén clr [Cdc van ban c6 lién quan khdc],
- Trén co s& to trinh cla [Ghi tén bén moi thdu] v& viée phé duyét hd so yéu cau, du thao hd so
yéu cau va céc tai liéu lién quan dugc cung cap [Ghi tén t6 chirc tham dinh] da tién hanh tham

dinh hé so yéu cdu 86i thau [Ghi tén goi thau] thudc _ [Ghi tén du dn] tir ngay [Ghi
ngay nhdn dugc day dii ho so trinh] dén ngay [Ghi ngay co 1y ¢6 bdo cdo tham dinh].

Két qua thdm dinh h so yéu cau goi thau néu trén duge tong hop theo cac ndi dung sau:
1. THONG TIN CO BAN
1. Khai quat vé dw 4n, goi thiu
2. T6 chirc tham dinh B
II. TONG HQP CAC NOI DUNG THAM PINH
1. Can cir phap ly
a) Téng hop két qua tham dinh vé can cir phap ly:
Bing s6 01

Két qua kiém

STT Noi dung kiém tra tra

C6 |Khong co
[1] (2] [3]

Quyét dinh phé duyét du én hodc Quyét dinh cua nguoi ding dau chu dau

tu hodc nguoi ding dau don vi duge giao nhiém vu chuan bi du an trong

1 |truong hop chua x4c dinh duoc chi dau tw dbi voi goéi thau can thuc hién
trude khi co6 quyet dinh phé duyét du an

- Quyét dinh phé duyét du an diéu chinh (néu c6)

- Quyét dinh phé duyét ké hoach lua chon nha thiu
- Quyét dinh phé duyét ké hoach lua chon nha thau diéu chinh (néu c6)

3 |Hiép dinh, hop ddng vay vdn (néu cb)

4 I Tai liéu ve thlet ké kém theo dy toan duge duyét dbi véi goi thiu xay Iap
hozic yéu ciu vé dic tinh, thong s k¥ thudt cia hang hoa (néu c6) dbi vai




- Cac vin ban ve viéc diéu chinh céc tai liéu néu trén (néu co)

5___|Céc van ban phap ly c6 lién quan khéc (néu co)

b) Y kién tham dinh vé co s& phép ly:

2. Nji dung ciia hd so yéu ciu

h) Tong hop két qua thim dinh vé ndi dung hd so yéu ciu:

Két qua thim dinh vé& ngi dung hd so yéu cdu dugc tong hop tai Bang s6 02 dudi day:

Bing s6 02
Két qui thim dinh
Noi dung kiém tra Tuén thy. [<hong tudn thu
ohil h(}p’ hodc khong phu
hop
1] 2] 3]

Chi dan dbi v6i nha thiu

Ti€u chuan dénh gia hd so dé xuit

Bic¢u mau

Diéu khoan tham chiéu (doi véi g0i thdu tu vin)

Yéu cau dbi véi g6i thau (doi véi g6i thiu xdy ldp, dich vu phi tw van, mua
sam hang hoa, hon hop)

Y¢éu cdu vé hop dong

b) Y kién thim dinh vé nji dung hd so yéu ciu: )
3. Y kién khc biét, bio lwu ciia cdc ci nhén tham gia 1ip hd so yéu ciu
a) Téng hop cac y kién khéc biét, bao luu ciia cac c4 nhén tham gia 1ap hé so yéu cdu (néu cb):

b) Noi dung tham dinh vé& cac y kién khéc biét, bao Tuu cta cic cé nhan tham gia 1ap hd so yéu ciu
(néu cd):

III. NHAN XET VA KIEN NGHI
1. Nhén xét vé ndi dung ho so yéu ciu
2. Kién nghi

Béo céo thdm dinh nay dugc 1ap boi: [Ghi ddy i ho va tén, chit ky ciia tieng thanh vién 16 tham
dinh].

Noi nhin: [DAI DIEN HOP PHAP CUA
- Nhu trén; TOCHUC THAM PINH]
- Bén moi thau; [Ghi tén, chirc danh, ky tén va déng diu (néu co)]

- Luu VT.



M3u s6 45/QTHV

BONOIVYU CONG HOA XA HOI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH Poc lap - Tu do - Hanh phiic
QUOC GIA
S6:  /QP-HCQG __,nhgay _ thang _ ndm
QUYET PINH

Vé viéc phé duyét Ho so' yéu ciu
G6i thau

..................................................................................

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Can cie____[Ludt ddu thau s6 43/2013/QH13 ngay 26/11/2013];

Can cir___[Nghi dinh 56 63/2014/ND-CP ngay 26/6/2014 cua Chinh phi quy dinh chi tiét thi hanh mét
56 diéu cuia Ludt ddu thdu vé lwa chon nha thau],

Cdn cir___[cdn cik tinh chat, yéu cdu cua cdac 201 thau ma quy dinh cac can cir phdp Iy cho phit hop];

Can cik bdo cdo tham dinh ngay [ghi ngay, thang, nam] cua [ghz tén t6 chirc tham dinh ] vé
viéc tham dinh ké hoach lua chon nha thau g6i thau

.................................

Theo dé nghi ciia

QUYET DINII:

Diéu 1. Phé duyét hd so yéu cdu géi thiu véi hhfmg ndi dung nhu sau:
1. Tén goi thiu:
3. Chu dau tu:

4.Noi dung hd so moi thau:

...................................................

(dinh kém quyén Ho so yéu cu)
5. Thoi gian phat hanh hd so moi thiu

6. Dia diém phat hanh hd so moi thiu

Diéu 2. Quyét dinh ndy 1am cén cr 4 bén moi thau trién khai cac budce tiép theo duoc quy dinh
tai Ludt Dau thau va cac quy dinh hi¢n hanh ciia Nha nude.

Ditu 3. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky. [ghi tén nguoi ditng dau co quan
chii dau tuJchiu trach nhiém thi hanh Quyét dinh nay.

Noi nhén: GIAM POC
- Nhu Diéu 3;



Maiu 46/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
QUOC GIA Doc 1ap - Tw do - Hanh phic
PON VI: ...
) , ngay thang nam
So: /
TO TRINH

V/v @é nghi phé duyet két qua lwa chon nha thau géi thiu..
[ghi tén géi thau trong KHLCNT dwoc duyét]

1. Can cir phap ly

Bén moi thau néu cdc cin cir phap Iy nhw sau:

- Quyét dinh phé duyét danh sdch xép hang;

- Bién ban thiong thao hop dong.

2. Qua trinh thlro’ng thdo hop dong

a) Bén moi thau mé ta qud trinh thuong thdo, tom tdit cdc noi dung thuong thdo
hop dong:

- Ngay tha'rng tién hanh thuong thao;

- Cdc vin dé trong qua trinh thuong thao.

b) Luu y déi véi Chi dau tw trong qua trinh hoan thién, ky két hop dong.

3. Kién nghi

Trén co s¢ két qua danh gid HSDT va thuorng thao véi nha thau _ [ghitén
nha thau dwoc dé nghi tring thauj, [ghi tén Bén moi rhau] kién nghi

[ghi tén Chii dau tu] phé duyét két qua lva ¢hon nha thiu g6i thau __ [ghitén goi
thau theo KHLCNT / vOi cac ndi dung sau:

- Tén nha thau tring thau;

- Gi4 dé nghi trang thau;

- Loai hop déng;

- Thoi gian thue hién hop dong;

- Danh sdch nha thau phu (néu c0);

- Cac thong tin khac;

- Tai liéu giri kém theo: bdo cdo dénh gid cia tb chuyen gia, bién ban thuong thao
hop dong, to trinh, quyét dinh phé duyét danh sdch xép hang nha thdu va céc tai ligu
khéc co lién quan.

Noi nhin: THU TRUONG DPON VI

- Nhu trén; ) o
- T6 chirc tham dinh (dé tham dinh);
« Luu: VT,



Miu s6 47/QTHV

BONOIVYU CONG HOA XA HQI CHU NGHIA VIET NAM
HOC VIEN HANH CHINH DPoc lap - Tw do - Hanh phic
QUOC GIA
S6:  /QP-HCQG _ ., ngay __ thdng _ ndm
‘ QUYET PINH
Veé viéc phé duyét két qua lwa chon nha thiu
Goithau:...........c.coovvn...

GIAM POC HQC VIEN HANH CHINH QUOC GIA

Canct___ [Ludt ddu thau sé 43/2013/QHI3 ngay 26/11/2013];

Can cu___ [Ngh,i dinh sgf 63/‘201 4/ND-CP ngay 26/6/201 4 cua Chinh phi quy dinh chi tiét thi hanh
mot 50 diéu cua Ludt dau thau vé lua chon nha thauj;

Can ct___[cdn cik tinh chdt, yéu cdu ciia cdc g6i thau ma quy dinh cdc can cik phdp Iy cho phi
hop];

Can cur bao cao thérp dinh ngay [ghi ngay, thdng, ném ] cla ___[ghi tén t6 chirc tham dinh]

v€ viéc tham dinh két qua lya chon nha thau géi thiu  J;

Theo dé nghi ctia___[ghi tén chi ddu tu] tai vin ban t trinh sO___[ghi 6 hi¢u t& trinh] ngay
[ghi ngay van ban] vé viée trinh duyét ké hoach lya chon nha thau goi thau __ [ghi tén goi

X

thau].

QUYET PINH:

Diéu 1. Phé duyét két qué lya chon nha thdu goi thau: [ghi tén gbi thau] gdbm nhiing ndi dung
sau:

.............................................................................
...........................................................

................................................................

5. Thoi gian thue hién hop déng:

Piéu 2. Quyét dinh nay c6 hiu luc thi hanh ké tir ngay Ky. ....coocoovmemovoorreooeo chiu trach
nhiém thi hanh Quyét dinh nay.

Noi nhin: GIAM POC
- Nhu Diéu 2; :

- Giam ddc Hoc vién;

- Cac PGP Hoc vién (d8 biér);



HOC VIEN HANH CHINH QUOC GIA
31030 (Y4 R

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phic

Miu s6 48/QTHV

Ha N¢i, ngay  thang nam
DU TOAN CHI TIET
W e T

1. Can cir phap ly:
2. Dy toan chi tiét: Don vi: déng
STT Noi dung cong viéce Pon vi tinh S6 lwong | Pinh mire chi Thanh tién Ghi chi

1, cmnuinntiiesiimmsiasemans

2 [eessersvmmnmsrsmessssvissvevessiss s espsinissr A

. R O AR

RO —

o

Tong cong
wmw:m ChTE: e s
PHE DUYET CUA
NGUOI LAP THU TRUONG PON VI GIAM POC HQC VIEN




HOC VIEN HANH CHINH QUOC GIA

Miu s6 49/QTHV

CONG HOA XA HOI CHU NGHIA VIET NAM

DU Y1 cocansamnsanss Poc lap - Tw do - Hanh phic
Ha N¢i, ngay  thang ndm
QUYET TOAN KINH PHI
Hoi nghi, HJi thA0 cecvvviiiiiiciiimiiiinicnniiinsiesssnncssenecnaee
Duw toan dwoc duyét
STT N§i dung cong viéce Pon vi tinh 2 . Quyét toan | Chénh léch
_ So lwgng | Dinh mire chi Thanh tién
B o . 0. SO
7. I PP
P
T TS
- Qi O
Téng cong
wm:m EINE commre o i A AT SRS Aa Wb b e s s
PHE DUYET CUA
NGUOI LAP THU TRUONG PON VI GIAM POC HOC VIEN



Maiu 50/QTHV

HOC VIEN HANH CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
QUOC GIA Doc lap - Ty do - Hanh phiic
BON N i
SO /DT-.......... " . e thang ......... ndm ......
DU TOAN POAN PI CONG TAC NUGC NGOAI2
BIIBUE  noimisinitiimsmo et

Can ct Quyét dinh s6........, ngay ...... L Y — vé viée cir doan di nuée ngoai;
B T

Can ctr thuy moi ngay ......../[...../ BIRHE sncxnrsmmmmmnensnsequunias senmssssss 0 R BT e
....................................... l4p du toan doan di cong tac tai ...................... V&i céac noi dung cu thé nhu sau:

S6 1wong, thANh PhAN OAN .....vvvevvverreeee oo

Kinh phi: .. .. o ..., tirngudn:
Chi tiét du toan theo biéu dudi day:

S6 tién

- Chi tiét cach
ald Ngl dag tinh _— Quy dbi ra
: VND

1 Vé may bay

2 | Tién tiéu vat

3 | Tién thué phong nghi

4 Tién bao hiém

5 | Thué phuong tién di va vé san bay

Tong cong

Ty gid quy ddi tir USD ra VND duoc ap dung theo ty gia hach todn hang thérig do B9 Tai chinh cong
bo tai dia chi trang web: www.mof.gov.vn

.......................... kinh trinh ..oooovceeieiereeeeeee s phé duyét 1am cin cir d trién khai thue hién.
Noi nhin: THU TRUONG PON V]
- Nhu trén;



Méu s6 51/QTHV

HOC VIEN HANH CHINH CONG HOA XA HQOI CHU NGHIA VIET NAM
QUOC GIA Doc lap - Tu do - Hanh phic
PON VI. .............

S6: 8 N, 55 s asn cemmnmes PURAY coxwennas thing ..., nan i

Kink gl  oorcmmuimsinsmmsmmmmemmsasmnmnsssssniis

Cin ctr Quyét dinh s6........, ngdy ...... [evid con ©OA oo, vé viéc cir doan di nude ngoai;
TN BF wvonssasasonsssnsssnsosiaos afs ammisnss 55 sssnssnanssssssmmcsssmmamssoms v cimsoesss s 4 AT 88 65 R s
0 LV LR 15 0o To 7l T AN R - OO OO
........................ lap ban quyét toan doan di cong tac tai ...................voi céc ndi dung cu thé nhu sau:
86 lugng, thanh phan dOAN: ............ovwieeeieieieee e
S ———— s L IUOLL e e
Chi tiét quyét toan theo biéu duéi day:

s Noi dung Du toan Quyét todn Chénh Iéch

USD | VND | USD | VND (YD)

1 Vé may bay

2 | Tién tiéu vat

3 | Tién thué phong nghi

4 Tién bao hiém

5 | Thué phuong tién di va vé
san bay

Tong cong

Ty gid quy ddi tir USD ra VND dugce dp dung theo ty gia hach to4n hang thang do Bd Tai chinh cong
bo tai dia chi trang web: www.mof.gov.vn

e KDDL, phé duyét quyét todn dodn ra.
Noi nhin: THU TRUONG PON VI
- Nhu trén;



