TRUONG PAI HQC TAI CHINH - MARKETING
PHONG TO CHUC VA PHAP CHE

QUY TRINH CHAT LUQNG
LAM THEM GIO POI VOI VIEN CHUC,
NGUOI LAO PONG

Mai s quy trinh: QT/P.TCPC/12
Lan ban hanh: 01

Ngay ban hanh:

S trang: 7

1. Nguoi co lién quan phdi nghién citu va thuc hién ding cdc ngi dung cia quy trinh nay.

2. Noi dung trong Quy trinh nay co hiéu lyc thi hanh nhu sy chi dao cua Hiéu truong.
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3. M6i don vi dwoc cung cap 01 ban file dién tir. Cdc don vi khi ¢é nhu cau bo sung thém tdi
liéu, dé nghi lién hé voi Té bdo dam chat lwong dé ra sodt va cdp nhdt theo thuc tién. Vién

chire va ngueoi lao ddng diege cung cdp file mém trén mang ndi bo dé chia sé thong tin khi

Cdl’l.
Ngay stra Noi dung n A Ngay hi¢u
TT daéi thay déi Trang | Muc | Phé duyét Tre
1.
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1. Muc dich

- Cu thé hoa Nghi quyét sé 17/2022/UBTVQHI15 ngay 23 thang 3 nim 2022 cua
Uy ban Thuong vu Quédc hoi va Nghi dinh s6 145/2020/ND-CP ngiy 14 thang 12 nim
2020 caa Chinh phu, dé van dung dung phap luat, phu hop voi thuc té hoat dong giao duc
va dao tao ctia Truong Pai hoc Tai chinh - Marketing.

- Lam can cir dé Hiéu trudng phan cong, b tri, s dung, tang cuong hi¢u luc cong
tac quan 1y va nang cao chat luong, hiéu qua lao dong ddi véi vién chire, ngudi lao dong.

- Lam co s& dé Nha truong thanh toan s gio 1am thém cho cac ddi twong theo quy
dinh tai van ban nay va Quy ché chi tiéu ndi bd ctia Trudng, dam bao tinh khach quan,
cong khai, cong bang va dan chu.

2. Pham vi ap dung, trach nhi¢m

2.1. Pham vi ap dung

Vién chtrc, nguoi lao dong cua Truong Pai hoc Tai chinh - Marketing .

2.2. Trach nhiém

- Vién chuc va nguoi lao dong lam thém gio va Lanh dao don vi c6 vién chuc,
nguoi lao dong lam thém gio;

- Ban Giam hiéu, Truéng phong: T chirc va Phap ché, Tai chinh - Ké toan.

3. Tai liéu tham khao

Nghi quyét sb 17/2022/UBTVQH15 ngay 23 thang 3 nim 2022 cia Uy ban Thudng
vu Qudc hoi va Nghi dinh s 145/2020/ND-CP ngay 14 thang 12 nim 2020 cta Chinh
phu.

4. Khai niém va chir viét tat

4.1. Khai niém

Ché d6 lam thém gio ddi vé6i vién chire, ngudi lao dong cia Truong Dai hoc Tai
chinh - Marketing

4.2. Chir viét tit

- Vién chuc: VC; Nguoi lao dong: NLD.

- Pon vi ¢6 nhu cau bd tri VC-NLD lam thém gid: PVLTG; Phong T chic va
Phap ché: P. TCPC, Phong Tai chinh - Ké toan: P. TC-KT, Ban Giam hiéu: BGH.

5. N¢i dung

5.1. Lwu d0 qua trinh

Biéu mau quy trinh nhu sau:
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Buoc

Don vi
thuc hién

Luu dé thye hién

Biéu mau /
Ho so

Cac don vi
chuc niang co
nhu cau bd tri
VC-NLDb lam
thém gio

DVLTG,
P.TCPC, BGH

P.TCPC, BGH

DVLTG

DVLTG,
P.TCPC,
P.TC-KT,
BGH

trén co s& y kién déng y cua Phéong Té chire - Hanh chinh

Can er vao tinh hinh thywe té. nhu
cau phai bé tri vién chirc, nguoi
lao dong lam thém gidr

Pon vi c6 nhu cau b tri vién chirc,

ngudi lao Aong lam thém gio: XAy

dyng ké hoach lam thém gid trinh

Hiéu trirong hosc Phé Hiéu tnrong

phu trach phé duyét (qua Phong To
chire - Hanh chinh)

Khong duyét

Hiéu trirong hosic Phé Hidu tnrémg phu trach:
Duyét cho phép lam thém gio

va cac dom vi ¢é lién quan (728w cdn thiét)

Trién khai lam thém gid va quan 1y,
chAm céng vién chirc, NLD lam
thém gid theo Ké hoach da duoc Ban
Giam hi¢u phé duyét

Pon vi €6 vién chire, ngudi lao ddng lam
thém gi& giri hd so ching tir lam thém gid
vé& Phong Té chirc - Hanh chinh dé tinh
tién luvong lam thém gio
(rrong ngay lam viéc dau tién cla thang ké
r1ép hoac ngay: lam vige déau tién cria thang
dé trong qui ké tiép)

BM/P.TCPC/12/01 K&
hoach 1am thém gio

BM/P.TCPC/12/02
Bang cham coéng lam
thém gio;
BM/P.TCPC/12/03
Gidy dé& nghi thanh
toan tién lwong lam
thém gio

5.2. Mo ta ndi dung chi tiét

Bi€u mau mo ta qua trinh nhu sau:

Buoc

Noi dung

Don vi chiu ..
i R Thoi gian
trach nhiém

Xiy dung Ké hoach
lam thém gi¢ trinh
Ban Giam hi¢u xem
xét, phé duyét: Cac
don vi trong Truong
can ctr vao tinh hinh
thuc té, nhu ciu phai
b tri vién chirc, NLD
lam thém gid ngoai sd
gid tiéu chuan quy
dinh dé

cong viéc cap bach,

giai  quyét

- Cac don vi
chuc nang co
nhu cau bd tri
VC-NLb
thém gio;
- Phong T6
chuc va Phap
ché;

lam
Khi cac don
vi ¢6 nhu ciu
bd VC-
NLD lam
thém gio

tri

- Hiu trudng
hoac Pho Hiéu
trudng
trach

phu

hoach

lam  thém hoach

gid duoc | lam  thém
BGH phé

duyet

gio
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, N Don vi chju o e | o
Budc Noi dung i . Thoti gian Keét qua Bi€éu mau
trach nhiém
khong thé tri hoan
phat sinh tur cac yeu to
khach quan lién quan
truc tiep dén hoat
dong cong vu
Trién khai lam thém
gio’ va quan ly, cham . p
A . |Bang cim
cong vién chie, NLD | I Hoan thanh | )
. . .| Cac don vi|Tuo lic VC- ‘. cong, Bang
lam thém gio theo Ké , s , . .1 | khoi luong | ..
. chiuc nang co6 | NLD bat dau | _ | ké kho1
hoach da dwgc Ban N . .. | cong viéc .
2 DA K .| nhu cau bo tri | lam thém gio | | ) lugng cong
Giam hi¢u phé duyét . P ., |cap bach| .
. A VC-NLD lam [ dén khi két . . viéc hoanh
(Tong so thoi gio lam | , phai  lam| P
. ~_ | thém gio thac L thanh  (ncu
thém trong mot nam thém gio ¢6)
toi da khong vuot qua
300 gio)
Trong thang,
hodc  trong P
o - Ké hoach
qui, cac don . A
] ) -~ lam  thém
3 vi c6 vién o
Gui ho so lam thém . gio (da duogc
R P chirc, NLD .,
gio’ vé Phong To chire . L Ban  Giam
\ . A aX or lam thém gio, n A
va Phap che dé tinh 5 . hi¢u duyét);
<A X A tong hop cac . 3
tién lwong lam thém . i , o, - Bang tong
e - Cac don vi|chung tu co .
gio: Gom: . g R .l -+ .. . +|hop cham
. . | chitc nang c6 | lién quan gui | Pay du ho | .
+ K¢ hoach lam thém N . , cong lam
. R nhu cau bd tri | vé phong TO6 | so, minh | .
gio6 (dd dugc Ban . T ] thém gio
o 1a . VC-NLD lam | chirc va Phéap | ching, i i
3 Giam hi¢u duyét); . P . . | cua vién
L . | thém gio; ché¢ dé lam |ching tur ]
+ Bang tong hop cham . . . + .. .. |chiic, NLD
o .. . |- Phong To |thu tyc thanh | v¢ viéc lam
cong lam thém gio cua ) . ) ] . trong  don
» ] chuc va Phép | toan trong | thém gio )
vién chtrc, NLD trong B oo N v1;
i che ngay lam viéc 2 N
don vi; R ) + Giay de
AN i dau tién cua ]

+ Giay dé nghi thanh . L nghi thanh
T . thang ké tiép , a
toan tién lwong lam s . toan tién
N : hodc ngay )
thém gio cua don vi. . o luong  lam

lam vi¢c dau ) .
o . thém gi0
tién cua thang , .
N ] cua don vi
dau trong qui
ke tiep
4 Phong To6 chitc va |- Cac don vi| Khéng qua 02 | Ho so, | Bang  tinh
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) A Don vi chiu o £ . x
Budc Noi dung i . Thoti gian Keét qua Bi€éu mau
trach nhiém
Phap ché xem xét, | chic ning c6 [ngay: ké tir | minh tién  lwong
kiém tra, d6i chiéu cac | nhu cdu b tri [ lic  hd  so, | chimg, lam  thém
gidy to lam thém gio | VC-NLD lam | ching tir 1am | ching  tir | gid
cua cac don vi gui V¢, | thém gio; thém gid | vé viéc lam
tinh tra tién lam thém |- Phong TO | dwoc  kiém | thém  gio
gid cho vién chuc, | chic va Phap |tra, danh gia | ddm  bao
ngudi  lao  dong, | ché la day du, | ding theo
chuyén phong Tai dung quy dinh | quy  dinh,
chinh - Ké toan Bang tinh
tién lwong
lam  thém
gio cua
VC-NLDb
(do
P.TCPC
tinh)
Phicu  Chi
VC-NLb .
N S . chuyén
Phong Tai chinh - Ké dugc nhan ] .
o . | khoan tién
toan lam thu tuc thanh R . R ) du tién .
s .| Phong Tai | Khdng qué 02 | lwong lam
5 toan tién lwong lam | | L. 5 luong lam | .
) . | chinh - K¢ toan | ngay ) | thém  gio
thém gio0 cho vién thém gio | | ..
. vao tai
chirc, NLD thuc té cua .
N khoan VC-
minh
NLb
6. Bi¢u miu
. Ma héa . Thaoi gian
TT Noi dung 2 = Noi luu
biéu mau Iuu
Theo quy dinh
1 | Ké hoach lam thém gid BM/P.TCPC/12/01 P.TC-KT luu chung tur
ké toan
. oA \ A Theo quy dinh
Bang cham cong lam thém ] .
2 . BM/P.TCPC/12/02 P.TC-KT luu ching tur
10 .
8 ké toan
Gidy dd hi  thanh tod Theo quy dinh
iay dé nghi anh toan
g | Y de nem Tham BM/P.TCPC/12/03 P.TC-KT lwu chimg tir
tién luong lam thém gio & tod
¢ toan

Trang 6/7




Bang tinh tién lwong lam

thém gio

BM/P.TCPC/12/04

P.TC-KT

Theo quy dinh
luu ching tu

ké toan
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