TONG HQOP NHING MAU GIAY BE NGHI TAM UNG
MOl NHAT 2020

1. Giay dé nghi tam &ng la gi?

Kboén tam (rng la tién hoéac vat tw do doanh nghiép giao cho ngu®i nhan tam (ng
dé thwc hién nhiém vu ctia céng ty.

Theo do, gidy dé nghi tam trng c6 thé hiéu la gidy dung dé xét duyét tam &ng, la can
cw dé xuat quy cho nguw¢i lao dong.

2. Béi twong, muc dich lap gidy dé nghi tam rng

Péi twong 1ap: 1a ngudi cdng nhan vién chirc, ngudi lam viéc bat ky mién sao 1a
nguwoi lao dong lam viéc tai doanh nghiép xin tam (rng khi c6 nhu cau tam ng.

|\/|l_JC,dI'Ch cUa gidy nay |a tam tng phuc vu hoat ddng san xuét kinh doanh hodc giai
quyét céng viéc cua cong ty. Vi du nhv mua hang héa, vat liéu, di cong tac..

Trinh tw ky duyét: Bat dau nguoi lao dong xin gidy tam &ng ky sau do trinh cho
Truo’ng bo phan ky ké tiép la xin chi ky cla ké toan trudng cudi cung la xin chiy ky
clia Giam dbc duyét.

3. Trach nhiém cua ngwoi dé nghj tam trng

Khong phai ¢ Ic nao mudn 1a nguoi lao dong ciing co thé xin tam (rng vai gidy dé
nghi tam ng, ma myc“m dwoc doanh nghiép tam (rng cho ban phai tuan tha ndi quy
hay nhirng nguyén tac céng ty yéu cau. Do d6, nguwdi nhan tam rng phai:

e Khi dirng trwéc doanh nghiép va phap luat phai chiu hoan toan trach nhiém vé
sb tién tam (rng nhan tr doanh nghiép, bén canh dé chi dwoc str dung khoan
tién tam (rng khi lam viéc phuc vu loi ich ctia cdng ty noi ban cdng tac dé tién
hanh nhirng ndi dung cdng viéc da trinh I&n giam déc va dwoc duyét trwdc
do.

e Né&u ban khéng s dung hodc khéng st dung hét s tién xin doanh nghiép
tam (rng ban bat budc phai ndp lai xung quy ctia doanh nghiép. Néu gian lan
khong chiu ndp lai vao quy sé bi cong ty trlr lwvong mot cach thdng tay.
Trwéng hop s tién chi cho coéng viéc cla codng ty qua sb tién xin tam tng thi
phai bao céo 1én doanh nghiép khi 4y cong ty sé& ra quyét dinh bd sung sb con
thiéu cho nguoi lao dong.

e Nguwdi nhan tam &ng khdng dwoc phép dwa sb tién tam &ng nhan tlr céng ty
cho nhan vién khac dung.

e Sau khi dung tién tam (*ng hoan thanh xong céng viéc, ngudi dwoc cdng ty
cap khoan tién tam &ng phai |ap bang thanh toan tam (rng dé thanh toan toan
bd cling nhw théng ké toan bod sbé tién tam ng da nhan xem ban s dung
nhirng sb tién Ay vao cong viéc gi nhw thé nao.

e Phai dit diém trong viéc thanh toan khodn tam (rng ky trwéc sau khi thanh
toan xong v&i cong ty méi dwoc nhan tiép tam ng ky sau.

4. Cach viét giay dé nghi tam (rng



Goc trén bén trai cia Gidy dé nghj tam &ng ghi rd tén don vi, t&n bd phan ma ngudi
xin tam wng lam viéc.

Ghi rd glri ngudi co thdm quyén xét duyét (Giam dbc hoac Tdng Giam déc doanh
nghiép).

Nguwoi xin tam &ng ghi ré théng tin cia minh (ho tén, dia chi, bé phan, don vi lam
viéc).

Sé tién xin tam trng viét bang s6 va bang chir phai khdp nhau.

Ly do tam &rng ghi ré muc dich st dung tién tam &ng:

e Tam tng tién céng tac phi t&r ngay 08/4/2019 dén ngay 11/4/2019 tai chi
nhanh X, thanh phé Y;

e Tam (rng tién mua van phong phdm thang 04/2019;

e Tam (rng tién mua vat tw cho hang muc nén maéng céng trinh Z;

Th&i han thanh toan: Ghi rd ngay, thang hoan lai sé tién da tam (rng.

Gidy dé nghi tam trng dwoc chuyén cho phuy trach bé phan ky xac nhan va ké toan
tredng xem xét, néu rd y kien dé nghi nguoi co thdm quyén duyét chi. Can ct quyét
dinh cua nguoi co thdm quyén, ké toan lap phieu chi kem theo giay dé nghi tam rng
va chuyén cho thd quy lam tha tuc xuat quy.

Cu thé ban phai khai r& tén ho cla ngwoi tam tng nguoi dé nghj tam &ng ciing nhw
muc dich cua viég: tam ng la dung dé thwc hién nhiém vu gi cia cbng ty va thoi
gian thanh toan tién tam ng la th&i gian nao ghi rdé ngay thang nam do.

Cudi cling la ban nguoi di xin cong ty tam (ng phai mang gidy dé nghi tam (rng di
xin day du chir ky cac phong ban lién quan roi t&i tha quy dé nhan tien.

5. H6 so dé nghj tam r’ng gém c6 gi?
M6t bo hé so day di gdm cé nhirng gidy t& sau:

e Gidy dé nghi tam (rng

Néu la tién mat can co phiéu chi tién, con chuyén khoan can gidy Gy nhiém chi
Bang khai ghi rd rang ddy da tirng khoan chi phi

Quyét dinh clr di cdng tac: ghi ré rang noi di noi dén, thoi gian & lai lam viéc
Bang quyét toan cong tac phi cuwéc hanh ly (néu co).

Hoa don tai chinh (Ban gbc + ban copy)

Lwu y:

Khi lam gidy dé ‘nghi tam trng cac chi phi di cong tac phai tuan tha luat dinh. Ching
tir thanh toan néu la tiéng nwdc ngoai can phai nhe phién dich dich sang tiéng Viét.
Néu cé ddy du chirng ttr trén méi dwoe thanh toan cho ngudi duwoc clv di cong tac

Néu trong khi cdng tac nghi chan tai khach san phai hoa don GTGT, néu‘lé di may
bay phai cé cac chirng tlr lam bang chirng dé dwgc tam rng thanh toan tién vé may
bay cho ngwdi di cbng tac.

6. Mau gidy dé nghi tam (rng tham khao
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6.1 Mau gidy dé nghi tam trng

Mau 1: Theo Théng tw 133/2016/TT-BTC

Don vi < x
........................... Mau s6 03 - TT
L (Ban hanh theo Théng tw s6 133/2016/TT-BTC ngay
Bo phan: 26/8/2016 cda Bo6 Tai chinh)
GIAY DE NGHI TAM NG
Ngay.....thang....nam....
SO e
Kinh glric.............

1= 08 (o - SRR
B phan (hoAC Dia Chi)i..uueeeeicc et
Pé nghi cho tam trng sb tién:..................... (Viét bang Ch). ....coooveeeeiiieeeeeeeeens
Yo (o 1 7= 0 U o S SRR
B aTo I aT= T IR £ = 1] T (o T= T ST

Giam déc  Ké toan trwéng  Phutrach bd phan  Ngwoi dé nghj tam (rng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

eLib.vn: Thu vién truc tuyén mién phi
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MAu 2: Theo Théng tw 107/2017/TT-BTC
MA3u sb C42 - HD

Pon vii.. . .
. (Ban hanh kém theo Thong fw 107/2017/TT- BTC
MaA QHNS:......oovveveeriiiiiiie, . L
ngay 24/11/2017 cua B¢ Tai chinh
GIAY PE NGHI TAM I’'NG
Ngay ..... thang ..... nam ......
Kinh gi-...........cccccooovviiiiiiiiee e,

JLICZ 1 (0T - S PP
B phan (NOAC @i@ Chi): wuvveeeiiiee et e
Pé nghi cho tam rng sb tién:..............c......... (Viét bang Chik) ....ccooeveveeeeecereeee,
Yo (o I 7= 0 U e S SRR
ThOT han than t0AN: .. ..e et e e e e et e s e e et e eaaaes

Thu trwéng don vi P X i i N ]
Ké toan trwéng Phu trach b phan Ngwei dé nghi

Ky, ho tén Ky, ho tén Ky, ho tén
(K§, ho t&n) (Ky ) (Ky ) (Ky )

eLib.vn: Thu vién truc tuyén mién phi n
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Mau 3: Theo Théng tw 200/2014/TT-BTC

Do Vi Maus6 03-TT
(Ban hanh theo Théng tw s6: 200/2014/TT-BTC

Bo phan.........cccauuunnee. ngay 24/12/2014 clia BTC)
GIAY PE NGHI TAM I’'NG
Ngay ..... thang ..... nam......
SO i,
KINh gUPiz ..o
JLICE 18 (0T - S PSPPSR
1 1= o] o
Dé nghi tam tng sb tién:............ ...... (Viet BANG CHTP) covveeeeeeeeeeeeiceeeeeeee s
Yo (o 1 7= 0 U o -SSP
ThOT han thanh t0AN: ... e s e e e e et e st e et e eaaeae

Giam déc  Ké toan trwéng  Phutrach bé phan  Ngweoi dé nghj tam trng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

eLib.vn: Thu vién truc tuyén mién phi
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Mau 4: Theo Quyét dinh 48/2006/Qb-BTC
M3us6:03-TT

DPon vi:........... )
o (Ban hanh theo Qb s0: 48/2006/Qb- BTC
Bo6 phan.:.......... .
Ngay 14/9/2006 cua B6 trwong BTC)
GIAY PE NGHI TAM I’'NG
Ngay ...thang ...nam ...
S6: i,
Kinh guiz ...
JLICZ 1 (0TI - PSPPSR
1 1= o] o
DPé nghi cho tam trng sb tién: ................... (Viét bANG Ch) .....ooveeeeeeieeeeeeeen .
Yo (o 1 7= 0 U o S SRR
Thoi gian thanh tOAN: ...

Giam déc  Kétoan trwéng Phu trach boé phan Nguwei dé nghi thanh toan
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

eLib.vn: Thu vién truc tuyén mién phi n
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6.2 Mau gidy dé nghi tam tng tién theo hop déng

CONG TY..oiivieieeeann CONG HOA XA HOI CHU NGHIA VIET NAM
SO Poc 1ap - Ty do - Hanh phuc

GIAY DE NGHI TAM I'NG TIEN THEO HOP BONG
Kinh gtri: CoOngty.........coooiiinnt.

Theo hop doéng kinh té sb..................... Ky ngay......thang......nam.....gilra coéng
Y., véiquy congty Ve VAN dé..............ooee

Ngay.....thang......nam.....Céng ty chung tdi bt dau trién khai thwc hién. Vi vay dé
dam bao tién dd coéng viéc dién ra mét cach dung han, Céng ty ching téi dé& nghi
Quy céng ty tam &ng trwde.....% gia tri hop déng, tie 1a sb tién:............... (S6 tién
bang chi¥)

R4t mong nhan duoc sw hop tac cda quy cong ty!
Tréan trong cam on
......... , hgay......thang......nam

Dai dién cong ty

eLib.vn: Thu vién truc tuyén mién phi
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6.3 Mau gidy dé nghi tam ng cong tac phi

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap — Ty do — Hanh phuc

.......... , hgay ... thang ... nam ...
GIAY DE NGHI TAM IPING CONG TAC PHi
Kinh QUi ..o,

LI TR (o I = RS PUPPPPPPPRR
1 1= o] o
Dé nghi cho tam rng sb tién: ......................... (Viét bang ch®) ......ccccoeeeeveeevenennn.
Yo (o 1 7= 0 T U o U SSPPPPPRPRR
Thoi gian thanh tOAN: ..o
Giam déc Ké toan trwéng Phu trach bé phan Nguwoi dé nghi thanh
(Ky ho tén) (Ky, ho tén) (Ky, ho tén) toan

(Ky, ho tén)

eLib.vn: Thu vién truc tuyén mién phi n
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6.4 Mau dé nghi tam tng bd sung kinh phi

Téndonvii.................. . . o . B A
M3 don vi: CONG HOA XA HOI CHU NGHIA VIET NAM
T Doc I3p — Ty do — Hanh phc
So.......... |
Viv: Bé nghi tam (rng bé sung kinh
phi chi 6m dau, thai sdn va DS- ....,NQay ....thang ...... nam 20.....

PHSK

Kinh gtpi: BAO HIEM XA HOI ......ccoooviiiiiiieeeeeeeee e

- Can clr CONg VAN SO .......cccccoueee, /HD-BHXH ngay ....... - clia Bao hiém xa
héi TP HO6 Chi Minh vé viéc hwdng dan thanh téan 2% tién lwong, tién cong dong
BHXH gi lai don vi str dung lao déng;

- Can ¢ cac ché dé BHXH tai don vi phat sinh thuc té trong quy ...... /2009;

DPé& nghj BHXH tam &ng kinh phi b8 SUNG ...........vioieiiiieiei e d dé chi tra kip
thdi cho nguwdi lao dong.

Tai khodn s6:.......oeveeeeeeeeeee, NGAN NANG ..o
DPon vi da déong di BHXH — BHYT dénthang ............ nam .............
STT Dién giai be nghicuadon | Buoc
Vi duyét
L Sé thuwe chi dm dau, thai san, DS-PHSK
thang .... .....
2 Kinh phi 2% dé lai thang .................
3 S6 dé nghj tam &ng bd sung

Sé tién duoc duyét bang chir (co quan BHXH ghi:

CO QUAN BAO HIEM XA HOI
Ngay ....... thang......... nam..........

Thu trwéng don vi

Ké toan trwéng Giam déc (Ky, dong déu)

eLib.vn: Thu vién tryc tuy&n mién phi n
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6.5 Mau gidy dé nghi tam ng lwong

PON VI oo CONG HOA XA HOI CHU NGHIA VIET NAM
Bophan: ... Doéc Lap - Ty Do - Hanh Phuc
....Ngay....thang...nam.....

GIAY DE NGHI TAM NG LUONG

KiNh guPi: o
BO PhaAN (QIa CII): .ot e e e e r e e e e ntara e e
Dé nghi tam &ng tién lwong thang............ nam...........
Danh sach kém theo:
STT HO VA TEN SO TIEN TAM KY NHAN
UNG

Téng céng

SO BN DANG ChT: eveee e /.
ThOi han than t0AN: .....ee e e e e e e e aaas
Phu trach bd phan Ké toan trwéng Tha Trwéng Pon Vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

eLib.vn: Thu vién truc tuyén mién phi
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6.6 Mau gidy dé nghi tam ng kinh phi hé trer dao tao nang cao nghé
M&u sb: C91-HD

BO PHAN (Ban hanh kém theo Théng tw s6 102/2018/TT-BTC
i EE ngay 14 thang 11 ndm 2018 cda B6 Tai chinh)

GIAY DE NGHI TAM I’NG KINH PHi
HO TRQO' DAO TAO BOI DUONG NANG CAO TRINH PO KY NANG NGHE

Kinh gtri: B40 hiém x&3 hoi............cooeeiiiiiiiiiieeee,
POoN Vil o Biachit..coooiiieeee e
Y ERRYo X [Ta1 1 =12 A HE T U TR TR T o RR TSRO OPR TR
SO A KNOAN: v e I T@I5 ettt er e
Can cw Q,uyét dinh 86 ................ /Qb-UBND ngay..... thang..... nam 20...... cua
Chu tinh Uy ban nhan dan tinh/thanh pho........oeee vé viéc ho tro dao tao, boi
dwéng, nang cao trinh d6 kj ndng nghé dé duy tri viéc lam cho ngwoi lao dong, de
nghi Bao hiém x& hoi .........cccocoe....... tam (ng kinh phi ho tro dao tao, bdi dwéng,

nang cao trinh dd k§ nang nghé dé duy tri viéc lam cho ngudi lao déng cu thé nhw
sau:

Tong sb tién dwoc hd tro: ... déng
(DANG CRD ..o ettt )
S6 kinh phi d& nghi tam (ng (50% x tong sb tién dwoc hd trg): sb tién:
....................................... dong (bang chi:..............cccceenilll)
. ) ) Ngay ....thang..... nam ....
NGUOI LAP KE TOAN TRUONG THU TRU'ONG BON VI
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, déng dau)

eLib.vn: Thu vién tryc tuy&n mién phi
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6.7 Mau gidy dé nghi tam ng mai tang

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

Kinh gtri: B&o hiém x& hdi quan (huy@n):.........ccceveveveeveennae

JLICZ 1 (0T - PRSP
SO CMND: ..., Ngay Cap ....ceeveeevnnnee NOTCAP v oo
I [ o1 U 1 5 U PSSP
DN thOGI SO: vttt ettt e et et e et e e ettt e ettt et e e
MGi quan hé Vi NGUOT A8t trAN: ..ot e
DPé nghi co quan BHXH cho tam (rng mai tang phi cho Ong Ba): ......c.ccocvevevveevenne.
da hwéng ché do:........c..coouv...... S6 80 SO BN .o
(DANG CRDP: .ottt ettt et e )

..., hgay... thang ... nam...

Ngwoi dé nghi
(ky, ghi rd ho tén)

eLib.vn: Thu vién truc tuyén mién phi
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6.8 Mau gidy dé nghi tam tng tién tiéng Anh

VIETNAM LAWYERS CONFEDERATION SOCIALIST REPUBLIC OF VIETNAM
HOANGSA LAW COMPANY LIMITED Independence — Liberty - Happiness

For: Advance money according to service
contract

REQUEST FOR ADVANCE (Gidy dé nghj tam (ng)
Day ...... month ...... year .......

Dear (Kinh gubi): ...
According to the service contract number (Can cr hop déng dich vu sd): ............

N 0 T ) S SRS

The requested amount of advance (Sé tién dé nghijtam &ng):...........c..ccccovevnn.n.

The reason: According to service contract number (Li do tam trng, theo hop dong
AICH VU SO0 ittt e e e e e e e e aara———

[ood........
Payment methods Cash/Bank transfer (Hinh thirc tién mat hodc chuyén khoan):
Bank transfer information (Mét trong cac sé tai khoan chuyén tién):

e Personal account number: 123456789 — Vietcom Bank - Hanoi branch -
Account holder: Hoang Trong Giap

e Company account number: 987456123 — Vietcom Bank - Hanoi branch -
Account holder: Hoangsa Law Company Limited

Proponent (Nguoi dé xuat, ké toan) Legal Representative (Nguwoi dai
Accountant dién, Giam doc)
Director
Proponent Legal Representative
Accountant Director

eLib.vn: Thu vién truc tuyén mién phi



