SO LD-TBXH TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM BAO TRQ XA HQI CHAM SOC Déc 1ap - Tw do - Hanh phic
VA PHUC HOI CHUC NANG NGUOI TAM THAN,
NGUOI ROINHIEU TAM TRi

) QUY TRINH .
Thu tuc tiép nhén, quan ly va str dung nguon tir thién
(Ban hanh kem theo Quyét dinh so: 56 /OD-TTTT ngay 01 thang 6 nam 2021)

I. MUC PiCH

La can ctr dé trién khai thyc hién quan 1y hoat dong tai chinh tir thién, dam
bao cong khai minh bach, sit dung c6 hi¢u qua, dung muc dich, nang cao chat
lugng nudi dudng cham séc doi tugng tai Trung tam.

Tao dleu kién thuén lgi cho vién chuc, nguoi lao dong trong viée thyc thi
nhiém vy tiép nhan, quan 1y va str dung céc ngudn tai tro.

La can ct kiém soat chi cua cic co quan quan 1y cip trén, co quan tai
chinh, co quan thanh tra, ki€ém toan theo quy dinh.

Il. PHAM VI AP DUNG

Quy trinh nay di€u chinh toan bd cac hoat dong ti€ép nhan, quan ly, su
dung nguon tur thién do cac t6 chirc, don vi, ¢4 nhan trong va ngoai nudc ung hd
Trung tam va doi tugng.

I11. TAI LIEU VIEN DAN

Quyét dinh s6 196/QD-TTTT ngay 22/12/2020 ctua Gidam déc Trung tim
Bao trg Xa hoi Cham soc va phuc héi chirc ning Nguoi tam than, nguoi roi nhiu
tAm tri tinh Khanh Hoa vé viéc ban hanh Quy ché tiép nhéan, quan ly va s dung
ngudn tir thién cia Trung tam Bao trg xd hoi Cham soc va phuc hoi chirc ning
ngudi tim than, ngudi réi nhiéu tdm tri tinh Khanh Hoa.

IV. QUY PINH VIET TAT

- Phong HC-TH: Phong Hanh chinh — Tong hop

- Phong CM: Phong chuyén mon

IV. QUY TRINH THUC HIEN: 06 buéc

1. Budc 1: Tiép nhan thong tin cua cd nhan, don vi, t6 chirc 1am tir thién
2. Budc 2: Tiép nhan tir thién

3. Budc 3: Nhap kho, qui va bao co ton kho, quy dinh ky.
4. Buéc 4: Dé xuét st dung phuc vu dbi tuong

5. Budc 5: Xuit kho, qu§ phuc vu ddi tuong

6. Budc 6: Luu hd so.

VI.NOI DUNG QUY TRINH



Buéc

Noi dun . - . A
cong buée thlygc M@ ta cong viéc Trach nl.l}em thye ThanP phan
viéc thuc hién hi¢n ho so

- Tiép nhan thong tin truc tiép tai Trung
tam: Phong HC-TH lam viéc voi khach
dén lién hé tr thién vé noi dung, myc dich | _ Nhan vién hanh
&u cAu, nguyén vong, s6 111’0’1’1 va hinh , L
. z]huc cua c§ n};lan, dO‘Igl vi, tb chlgrc tur thién Ch}nh (Nel.{co R
Tiépnhén | uén ing ho. thong t1n h‘en hé
thong tin cua . ' _ _ ) trong gio' lam
Budc 1 | canhan, don |- Tiép nhan thong tin qua dién thoai: viée)
vi, t6 chirc Phong HC-TH lam viéc voi khach lién hé | _ Bio vé (Néu ¢
Jam tir thién tur thién vé toan bo ndi dung, myc dich thong tin lién h¢
yéu cau, nguyén vong, sd  lugng va hinh e
thirc ctia nha tir thién mudn tng ho. Sau ngoat glo lam
d6 nhan vién hanh chinh iy thong tin cua vice)
nha tir thién dé tién trong cong tac tiép
nhan
- Phat truc tiép cho ddi twong: Néu t6
chtrc, c4 nhan lam tr thi€én c6 nguyén
vong chuyén tién, hang héa nhu yéu pham
tryc tiép cho d6i tuong sir dung thi Phong
HC-TH phdi hop v6i phong CM hudng
dan cho khach phét tryc tiép cho dbi
tuong.
- Tiép nhén tr tién nhap vao kho, quy va | - Nhan vién hanh |- Bién ban
. |stdung theo quy ché cia Trung tdm trong | chinh nh?ri f’f}?}ﬂ
Buge 2 Tlephr%larl i | cdo truomg hop sau: CVONLD truc tai | oy
thicn + Mot s0 hang hoa, nhu yéu pham, ma doi phong chuyén |~ Pgleu tl}u,
tugng khong tryc tiep st dung phai qua | mon phicu nhap
ché bién; kho.
+ Tién qua truc tiép cho d6i tuong, nhung
d6i tuong yéu liét, ddi tuwong khong co
kha nang tu quan ly;
+ Tiép nhan str dung chung cho ddi tuong
theo quy ché theo nguyén vong cua ca
nhén, t6 chire 1am tir thién.
- Tién mat, hang hoa, nhu yéu pham da A aa s
Nllép‘khf” tiép nhan dé sa dung cho d6i tuong | rll\l,hﬁn vien hanh
Bude 3 | duyVva bao chuyén nhap kho, qu¥ trong ngay. chin
céo ton kho, ' Lo , L. .~ | - Tha quy, thu
quy dinh ky |- Dinh ky hang thapg, quy, ndm thuc hién kho
bao cao theo quy dinh.
Budc 4 dlileg);u;;; lf,u - Phong CM lap ké hoach, dé xuét theo | ~ Ce}C phong CM | .. G}é}’ deé
< - Ké toan Xuat

do1 tugng

nhu cau dé€ phuc vu doéi tugng chuyén




Phong HC-TH xem xét. - Truong phong | - Gidy dé
- Phong HC-TH tbng hop dé xuét cua céac HC-TH. ?g,h; thanh
phong CM, can déi nhu ciu thyc té, dinh oan
muirc (néu co) trinh 1anh dao Trung tim
xét duyét.
- Can cur x¢t duyét de gcuét cua cac phong
CM, ké toan lap phiéu xuat kho, phiéu B .
chi, phiéu tam tng.. - Céc phong CM [(Ehleu Xuat
A ~ . . 0
, Xuat kho, quy | - Thu kho (thu quy) nhéan phi€u xuat kho, | _ & {9an y .
Bude 5| phuc vudoi | phiéu chi tir ké toan, tién hanh xuét hang o - Phiéu chi
tuong héa, nhu yéu phim, thanh toan, tam tmg | - 10t quy, thu - Phiéu tam
4 A 4 N - | kho . :
theo phiéu xuat, phiéu chi da dugc ky {ng.
duyét cho phong CM phuc vu doi tugng
(c6 ky nhan trén chiing tr).
Buse 6 | Luu hd so Luu hd so chung tr tai Phong HC-TH K& toan

theo quy dinh.

VII. BIEU MAU

1. Bién ban nhan tién, qua tr thién
2. Phiéu nhap kho

3. Phiéu xuét kho

4. Phiéu thu

5. Phiéu chi

6. Gidy dé xuat
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SO LD-TBXH TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM BAO TRQ XA HQI CHAM SOC Poc 1ap — Tw do — Hanh phiic
PHUC HOICHUCNANGNGUOI TAM THAN,
NGUOI ROINHIEU TAM TRi

BIEN BAN NHAN TIEN, QUA TU THIEN
SO ceviiiveiiiiiii

Hom nay, ltc....... gio.......... ngay........... thang........... nam 20...

Tai van phong Trung tdm Bao trg x4 hdi cham soc va phuc hdi chirc ning ngudi
tam than, nguoi réi nhiéu tam tri Khanh Hoa.

Chiing t6i gdm:

Dai didn ONE (BA): ..ovcvviceeieeisieeeeeeees et e sttt n et

L] 51 (o V4 ) SRR

DA Chi: oo e e

DiI€n thoai: ..o

II. Bén nhén tir thién: Trung tAm Bio tro xa hdi chim séc va phuc hoi chirc
nang nguoi tam than, nguoi réi nhiéu tAm tri Khanh Hoa.

-ONg (Ba)ie. oo ChlIC VU e
- C:)ng Ba)i oo ChUC VUi
-Ong (Ba)ioiii ChUC VUi
FIMUC AICh UNEZ ROzt

* Noi dung tng ho:

So DR U Ponvi| So R L

T Hang/ tién ting ho tinh | lrong Thanh tién Ghi cha
Budi giao, nhan qua tir thién ké:t thic luc........ gio.......... phut cung ngay, bién

ban da thong qua cac thanh vién da thong nhat ky tén./.

BEN GIAO BEN NHAN THU QUY, THU KHO

XAC NHAN CUA THU TRUONG PON VI
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Pon vi: Trung tim Bio tro' Xi hdi chim séc va phuc hdi chire niing
Ngudi tam than, Ngudi roi nhiéu tim tri tinh Khanh Hoa
Ma QHNS: 129499

PHIEU NHAP KHO
Ngay .... thang ...... nam ........
S6: NK:.......
Tén nguodi glaohang ....................oele. Dia chi:(bd phan).....................
Theo phiéu NK .. ..... ngay...... thang...... NAM ...CUA ..vtiiiieiieeeieeeneenaaas
Nhap tai kho( (ngan, 10)......ooieiii
| Tén,nhan So lwong
50 !ngu,quxy mass | Ponv Theo Thue Pon gia Thanh tién
TT | cach, pham tinh ching N
X \ nhap
chat tur
1
2
Cong
Tong s0 tien( Viet bANE Chl):.........oieee oo
S6 chimg tir KEm theo: ...........iiiee et
Ngay....... Thang ........ nam ........
Nguwoi 1ap Nguwdi nhan hang Thu kho K¢ toan truéng

(ky, ho tén) (ky, ho tén) (ky, ho tén) (ky, ho tén)
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Don vi: Trung tdm Bao tro Xa hoi cham soc va phuc héi chirc ning
Nguoi tam than, Nguoi roi nhiéu tam tri tinh Khanh Hoa
Ma QHNS: 1129499

PHIEU XUAT KHO

Ngay .... thang ...... nam ........
So: XK:........
Ténnguonhadnhang ............................ Dia chi:(bd phan).....................
Ly do XUt Kho: .. oo o e
Xuat tai kho( (ngan, 10)........ccoooviiiiiiiiiiiiin... Piadiém...........................
Tén, nhan S6 lwong
50 !ngu,quxy Mass | Ponvi Theo Thue Pon gia Thanh tién
TT | cach, pham tinh chirng %
X \ xuat
chat tur
1
2
Cong
TOng s6 tién ( VIEt BANG CHTE: «.oeveee ettt )
SO ching tor kem theo: ... e,
Ngay .....thang.....nam ...

Nguwoilagp Ngwoinhin hang  Thu kho K¢ toan truéng Thu truwong don vi
(Ky, ho tén) ( Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)



Ponvii..oooo i, MAu s6 : C40-BB

Ma QHNS: ... (Ban hanh theo Thong tw 107/2017/TT-BTC
Ngiy 10/10/2017 ciia BTC)

PHIEU THU Quyénsd: ........
Ngay ...... thang ...... nam .........
No: ..........
Co:oenn .
HO t810 NEUOT NOP HEIN &1t
DA Ch 1 e ————
Ly dondp & oo, L e e
NIORTTS) 1 I ST Vi€t bang Chil ..o
Kémtheo: ................ocoual. Chung tur ke toan.
Thu trwéng don Ké toan trudng Nguwoi lap
(Ky, ho tén, dong dau) (Ky, ho tén) (Ky, ho
tén)
Pinhan dasd tién: - Bﬁng S0 e,
-Bang chiti. ..o
Ngay ...... thang ...... nam
Nguwoi ndp tién Thi quy

(K, ho tén) (Ky, ho tén)



Ponvii..oooo i, MAu s6 : C41-BB

Ma QHNS: ... (Ban hanh theo Thong tw 107/2017/TT-BTC
Ngiy 10/10/2017 ciia BTC)

PHIEU CHI
Ngay ..... thang...... nam ....
S6: PC...
Ho tén ngudi nhan BIRIL 2ot e ettt et e e et e e e et e et eeeeeeeens
DA CI o e e
NOT AUNE & oo e e e e e eeb e e e eaae e e s e e e e e anrne e
RTRAT VI8t DANG CHI oo
Kémtheo: .................ooll. Chimg tir ké toan.
Thu truéng don Ké toan trudng Nguwoi lap
(Ky, ho tén, déng ddu) (Ky, ho tén) (Ky, ho tén)
DA nhan d SO tEN : - BANE 80T c.uueteneee ettt
BANG COTL .o
Ngay ...... thang ...... nam ..........
Thu quy Ngudi nhén tién

(KY, ho tén) (Ky, ho tén)



SO LD-TBXH TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM BAO TRQ XA HQI CHAM SOC Poc lap - Tu do - Hanh phiic
VA PHUC HOI CHUC NANG NGUOI TAM THAN,
NGUOI ROI NHIEU TAM TRi

GIAY DE XUAT

Ol BN e
Ol VU o
Noi dung dé xuat:

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

Kinh dé nghi Lanh dao xét duyét./.

Khanh Hoa, ngay .... thang .... nam 20..
Lanh dao duyét Phong HC-TH Nguoi dé xuat
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Pon vi: Trung tam Bédo trg xa hoi Cham séc va Phuc
hoi chirec ning nguwdi tim than, ngwdi roi nhieu tim tri
Ma QHNS: 1129499

GIAY PE NGHI THANH TOAN
Ngay ... thang ..... nam 20..

Kinh giri: Lanh dao Trung tdm

Ho va tén ngudi dé nghi thanh toAN: ...........cccoeeveeeeeeeeeeeeeeeee e
2 110 T SRS
Noi1 dung thanh toén:

Thu trudng don vi Ké toan truéng Nguoi dé nghi
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