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1. MO TA QUY TRINH
1.1 Luu dd cic bwée cong viée
Péu vao: Ké hoach trién khai cong tic ké khai va ké khai tai san thu nhip cia Dai
hoc Pa Ning
QUY TRINH KE KHAI VA CONG KHAI BAN KE KHAI TAI SAN, THU NHAP (TS,TN)
B& phén . Thoigian | . . ..
STT T 0 au biéu su
phy trkich So do thye hién Mau biéu str dung
Bit dau
Lanh dao v
Phong TCHC ; 5 £
ph trich céing Trinh BGH ban hanh ké hoach 1 ngay
viée L
Nguoi co
nghia vu ké K€ khai theo mau 2-5ngay [(35-TCHC-BM-01
khai TS, TN
A
) 10 ngay
Hop cong khai TS, TN
Céc don vi
Nop hd so ké khai, cong khai [ 1 ngay
TS, TN
Chuyén vién Khéng dong y
Phong TCHC i .
Kiém tra L ngay
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y
6 Lanh dao Thém tra tinh chinh x4c cta ban 3-5 ngay
Phong T ke khai
chirc Hanh
chinh =
7 Ky xéac nhan ban ké khai TS, TN 2 ngay
ca nhéan
g Chuyén vién - A" : ‘ 35-TCHC-BM-02
Phong TCHC Tong hop ho so va dua vao 35-TCHC-BM-03
luu trir

San phim: Hé so ké khai tai sin thu nhap cia Truong Pai hoc Bach khoa, Dai
hoc Pa Ning

1.2 Dién giai

Buéc 1: Ban hanh ké hoach

Thyc hi¢n Nghi dinh s6 130/2020/ND-CP ngay 30/10/2020 ctia Chinh pht v& kiém
soat tai san, thu nhép ctia nguoi ¢6 chirc vu, quyén han trong co quan, t6 chue, don vi,
Cong van trién khai ctia Dai hoc Pa Nang vé viée ké khai tai san, thu nhép, Lanh dao
Phong Té chitc — Hanh chinh chiu trach nhiém soan thao va trinh Ban Gidm hiéu ky ban
hanh ké hoach ké khai va cong khai tai san, thu nhap nam hoc keém danh sach nguoi ¢o
nghia vu ké khai tai san thu nhap theo quy dinh (Biéu mau 35-TCHC-BM-02).

Buérc 2: Nguwdi ¢ nghia vu ké khai tai san thu nhép tién hanh ké khai theo miu

Ngudi ¢6 nghia vu ké khai tai san, thu nhap trong nim hoc thuc hién ké khai theo
mau quy dinh tai Di¢u 9 ctia Nghi dinh s6 130/2020/NP-CP ngay 30/10/2020 (Biéu mau
35-TCHC-BM-01).

Luu y khi ké khai tai san, thu nhap:

a) Vién chirc c6 nghia vu ké khai thuc hién ké khal hang nam, do do phai ké khai

Muc III “Bién déng tai san, thu nhap, gii trinh ngudn gdc cia tai san, thu nhép ting
thém” va tdng thu nhap gitra 02 lan ké khai.

b) Khong tu y thay doi tén goi, thir tu céc néi dung quy dinh tai miu, néu noi
dung nao khong cé thi dé tréng.
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¢) Nguoi ké khai phai ky tén tirng trang va ky, ghi ho tén, ngay thang nam & trang
cudi cuing ctia ban ké khai.

Budc 3. Hop cong khai tai san, thu nhip

Viée to chirc cong khai ban ké khai tai san, thu nhép hang nim theo quy dinh tai
Diéu 11 clia Nghi dinh s 130/2020/ND-CP ngay 30/10/2020 .

a) Hinh thirc c6ng khai: Cong khai trong cudc hop.

b) Thanh phén céng khai: Theo danh séch déi tuong ké khai, cong khai tai san,
thu nhép hing nam cua don vi.

¢) Pham vi cong khai:

- Déi v6i Chu tich Hoi dong truedong, Ban Giam hiéu thuc hién cong khai tai cudc
hop v6i thanh phan gom: Chu tich Hoi ddng trudmng, Ban Giam hiéu; Bi thu Doan Thanh
nién, Chu tich Hoi cuu Chién binh truong; Ké toan truong; Truong cac don vi thudc,
truc thudc truong;

- Béi v6i phé trueng don vi, TS truong va tuong duong tré 1én va ké todn vién
thue hién cong khai tai cudc hop ctia don vi v6i thanh phan gdm: toan thé vién chirc va
nguoi lao dong cua don vi.

Luu y: Cudce hop cong khai ban ké tai san, thu nhap phai dam bao cac yéu cau:

+ Phai dam bao du thoi lugng, sé lugng ngudi tham du cude hop tdi thiéu 2/3 sb
ngudi triéu tap;

+ Nguoi chu tri cudc hop tu minh hodc phan cong ngudi doc cac ban ké khai
hodc ting ngudi doc ban ké khai ctia minh; phai ghi bién ban cudc hop v6i su tham gia
cua dai dién cdng doan cta don vi; bién ban cudc hop phai ghi lai cac y kién phan anh,
thic méc va giai trinh vé ban ké khai (néu c6) ¢6 chit ky ctia ngudi chi tri cude hop va
dai dién t6 chirc cong doan cua don vi.

Budc 4. Tong hop hb so ké khai tai sin, thu nhap

Hb so giri vé Phong T chirc - Hanh chinh gdm: 02 Ban ké khai tai san, thu nhap
hﬁng nam cua ca nhan; bién ban hop cong khai tai san, thu nhip cua don vi.

Buéc 5. Kiém tra

Sau khi nhan ho so ké khai tai san thu nhap hing niam ctia cic don vi, chuyén vién
Phong T6 chirc — Hanh chinh duoc phan cong nhiém vu s& kiém tra cac thong tin sau:

- Ho so diy du gdbm: Ban ké khai tai san, thu nhap hing nim cua ca nhan; bién ban
hop cong khai tai san, thu nhap (trong bién ban hop phai ¢6 chit ky cta dai dién cong
doan cua don vi);

- Ban ké khai tai san cua c4 nhan da chinh xéc, day du thong tin chwa?

Truong hop c6 sai s6t phan hoi lai ngudi c6 nghia vu ké khai tai san, thu nhap dé
thuc hién chinh stra.

Trang 4
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- Dé nghi céc ¢4 nhén c6 nghia vu ké khai tai san ky vao danh sach ndp ban ké khai
tai san (35-TCHC-BM-03).

Néu hd so da chinh x4c day du tiép tuc thuc hién bude tiép theo.

Budrc 6. Lanh dao Phong T chirc Hanh chinh kiém tra tinh chinh xic ciia ban
ké khai ciia cdc c4 nhéan

Lanh dao Phong T chitc - Hanh chinh xem xét kiém tra do tin cdy va chinh xéac ctia
cac ban ké€ khai tai san ctia céc ca nhén c6 nghia vu ké khai.

Buéc 7. Lanh dao Phong Té chirc - Hanh chinh ky xac nhan vao ban ké khai
tai san, thu nhép c4a nhin

Lanh dao Phong T chirc — Hanh chinh dam nhan nhiém vu s€ ky xéc nhan vao ban
ké khai tai san thu nhép cta cac ca nhin c6 nghia vu ké khai.

Buéc 8. Tong hop hd so va dua vao luu triv

Chuyén vién Phong T chirc — Hanh chinh duoc phan cong nhiém vu sé€ hoan thanh
hé so bao cdo cua Trudng vé ké khai tai san, thu nhap hing nim bao gém: Danh sach
nhiing ca nhin cé nghia vu ké khai tai san, thu nhap hing nim; danh sach ky ndp ban
k€ khai tai san, thu nhap; bién ban cong khai tai san, thu nhip; bao cdo téng hop vé ké
khai va cong khai tai san, thu nhap (35-TCHC-BM-04); bién ban ban giao cac ban ké
khai tai san, thu nhap.

Sau khi tong hop hd so chuyén vién ndp cho Ban Té chirc Can bd, Pai hoc Pa Ning
va sao luu dé luu trir.

2. HO SO LUU TRU

STT Tén hd so Noi Hinh thire Thoi gian Phwong phap
Iuru luwu luu hiy
Ban ké khai TS, TN B
1 | cua céc cé nhan co ong Hb so gidy
nghia vu TCHC

Bién ban cudc hop ké Phong

2 | khai TS,TN Tcue | Hoso gidy
Blociokitquatve ||

P | gaete bt | 08 | wbsogiy
Bién ban ban giao céc

4 | banké khai tai san, thu | Phong Hb so gidy

nhap TCHC
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3. BIEU MAU BAN HANH
STT Ma hiéu Tén biéu méu
01 35-TCHC-BM-01 Maéu Ban ké khai tai san, thu nhap c4 nhan
02 35-TCHC-BM-02 Daf1h sach vién chure thudc dién ké khai tai san, thu
nhép
03 35-TCHC-BM-03 Maéu danh sach ky nop ban ké khai tai san, thu nhap
04 35-TCHC-BM-04 Bao cao két qua thyuc hién cong tac ké khai tai san, thu

nhap
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