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Quy trinh dang ky, ké khai, quyét toan thué TNCN QT.04/TCKT

QUY TRINH M4 sb: QT.04/TCKT
N> DANG KY, KE KHAI | Ngay ban hanh:

v ——=2 QUYET TOAN THUE | 20/06/2017

THU NHAP CA NHAN | Lan ban hanh: 01

1. Pon vi va ca nhan cé lién quan phai nghién cuiu va thuc hién dung cac ngi
dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu luc thi hanh theo sy chi dao cua Hiéu
truong Truong Cao dang Cong nghiép Nam Dinh.

3. MGdi don vj dugc phét 01 ban (c6 dong dau kiém soat). Cac don vi khi c6 nhu
cau bo sung thém tai liéu, @é nghi lién hé véi thu ky ISO dé c6 ban dong dau kiem
soat. Can bg, vién chuc duoc cung cap file mém trén mang ngi bg dé chia sé thong tin
khi can.

NOI NHAN: (ghi rd nei nhdn réi danh dau X 6 bén canh)

X Hiéu truong
X Pho Hiéu truéng dao tao
X Cac don vi: Phong, Khoa, Trung tam

THEO DOI TINH TRANG SUA POI (tinh trang sira doi so Vi ban triedc do)

Trang Hang muc sira doi Tom tat ndi dung hang muc sira doi
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Quy trinh dang ky, ké khai, quyét toan thué TNCN QT.04/TCKT

I. MUC PIiCH:

- Théng nhét quy trinh dang ky ma sé thué, dang ky giam trir gia canh, quyét toan
thué thu nhap ca nhan theo quy dinh caa Luat thué TNCN hién hanh.
Il. PHAM VI AP DUNG:

- Toan thé can bo, vién chirc, ngudi lao dong cé thu nhap tir tién lwong, tién cong tai
truong Cao dang Cong nghiép Nam Dinh.
I11. TAI LIEU VIEN DAN:

- Can ctr Luat Thué thu nhap c& nhan s 04/2007/QH12 ngay 21 thang 11 nam 2007;

- Can ctr Luat stra doi, b sung mot sé diéu cua Luat Thué thu nhap c& nhan sb
26/2012/QH13 ngay 22 thang 11 nam 2012;

- Can ctir Nghi dinh sb 65/2013/ND-CP ngay 27 thang 6 nam 2013 cua Chinh pha quy
dinh chi tiét mot sé diéu cua Luat Thué thu nhap c4 nhan va Luat sta doi, bo sung mét sd
diéu cua Luat Thué thu nhap ca nhan;

- Thong tu s6 92/2015/TT-BTC caa Bo Tai chinh : hudng dan thuc hién thué gia tri
gia tang va thué thu nhap ca nhan ddi véi ca nhan cu tra c6 hoat dong kinh doanh; huéng
dan thuc hién mot sé noi dung stra d6i, bo sung vé thué thu nhap ca nhan quy dinh tai luat
stra d6i, bo sung mot sé diéu cua cac luat vé thué sé 71/2014/gh13 va nghi dinh sb
12/2015/nd-cp ngay 12/02/2015 cua chinh pha quy dinh chi tiét thi hanh luat sira d6i, bd
sung mét s didu caa cac luat vé thué va stra doi, bd sung mot s didu cua cac nghi dinh
vé thué

- Théng tu 95/2016/TT-BTC ngay 28/6/2016 vé Dang ky thué
IV. THUAT NGU VA TU VIET TAT:

-TC-KT | Tai chinh ké toan

- TNCN Thu nhap ca nhéan

- bK bang Ky
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Quy trinh dang ky, ké khai, quyét toan thué TNCN

QT.04/TCKT

V. NQI DUNG QUY TRINH

5.1 Luu do

Chiu trach nhiém

Cac budrc thuc hién

M@ ta/ Tai liéu lién quan

- Ca nhan c6 thu nhap tién luong,

A A C 521
tien cong tai truong pang ky, ké khai MOL.QT.04/TCKT
L L MO02.QT.04/TCKT
- Phong Tai chinh — Ké Toan M83 81. 84;T8KT
\ 4
Tiép nhan, 529
- Phong Tai chinh ké toan kw:;:f ke MO04.QT.04/TCKT
- Céc don vi phong khoa thuc 03
hién ké khai Khau trir thué
- Phong Tai chinh — Ké Toan
- C4 nhan c6 thu nhap tién luong, Y . -
tién cong tai trudong -- Phong Tai Quyet toan thue 5.2.4.

chinh - K& toan

MO05.QT.04/TCKT

5.2 Dién giai:
5.2.1. Diing ky, ké khai

5.2.1.1. Bang ky thué thu nhdp c& nhan
- Néu ca nhan chi c6 thu nhap chiu thué tir tién luong, tién cong tir trudng: co thé
nop hd so ding ky thué tai phong TC-KT cua trudng hoic truc tiép tai Cuc thué Tinh

Nam Dinh

- Néu ca nhan c6 nhiéu ngudn thu nhap: tir kinh doanh, tir tién lwong, tién cong...co
thé lra chon noi nop hd so ding ky thué tai phong TC-KT cua trudng hoic tai Chi cuc

Thué noi kinh doanh.

- H so dang ky gom: .

+ To khai dang ky thué theo mau s6 (05/DK-TH-TCT)
+ Ban sao ching minh thu nhan dan hoic ho chiéu
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Quy trinh dang ky, ké khai, quyét toan thué TNCN

QT.04/TCKT

5.2.1.2. Dang ky ngwoi phu thugc gi@gm trie gia canh
a. Doi twong ding ky: Ca nhan di dang ky thué va duoc cdp ma sb thué;
b. Poi twrong phu thuge dwoc giam trir gia cdanh 1a cac dbi twong khdng cé thu nhap hoic
cd thu nhap binh quan thang trong nam khéng vuot qua 1.000.000 déng ma ddi twong nop
thué dang phai truc tiép nudi dudng.

- Chi tiét cu thé V& viéc ding ky ngudi phu thude dugc giam trir gia canh nhu sau:

Poi twong phu thudc

Ho so chirng minh

a. Con rudt, con nudi, con ngoai gia tha (Néu la con nudi, con ngoai gia thi phdi cé ban sao quyét dinh
cdng nhdn viéc nudi con nudi, quyér dinh cdng nhdn viéc nhdn cha, me, con cia co quan nha nwéc o

tham quyén). Cu thé:

al. Con duwéi 18 tudi

+ 02 ban diang ky ngudi phu thudc theo mau s6 02/PK-NPT-
TNCN,;

+ Ban sao Gidy khai sinh hoac ban sao s6 ho khau, ban sao ching
minh thu nh&n dan (thé can cudc).

a2. Con trén 18 tudi bj tan tat,
khéng c6 khd ndng lao dgng

+ Ho so nhu trudng hop al;

+ Ban sao xac nhan cua co quan y té tir cAp huyén tré 1én hoic ban
khai mau s6 09/XN-NPT-TNCNcd xac nhan cua Uy ban nhan déan
cap xa.

a3. Con dang theo hoc dai hoc, cao
ding, trung hec chuyén nghiép
hodc hoc nghé (ké cd con dang hoc
& nwdt ngoai).

+ Ho so nhu truong hop al;
+ Ban sao thé sinh vién hoac ban khai c6 xac nhan cua nha truong.

Luu $: Khong giam trir doi véi trwong hep theo hoce sau dai hoc hodgc hoc bang dai hoc thir hai. Gidy to
chitng minh dang theo hoc phdi nép bé sung hang nim.

b) Pi véi vo hodc chong. Cu thé:

bl. Vg hodgc chong da hét tui lao
dpng

+ 02 ban diang ky ngudi phu thudc theo mau s6 02/PK-NPT-
TNCN,;
+ Ban sao sb ho khau hoic ban sao Gidy chang nhan két hon.

b2. Vg hodc chong trong dé tuoi
lao dpng khéng c6 khd nang lao
dong

+ Ho so nhu trudng hop bl;

+ Ban sao xac nhan cua co quan y té tir cAp huyén tré 1én hoac ban
khai mau s6 09/XN-NPT-TNCNc6 x4c nhan cua Uy ban nhan dan
cap xa.

¢) Poi véi cha, me, anh chi em ruét.

Cu thé:

cl. Trwong hgp di hét tudi lao
dong

+ 02 ban diang ky nguoi phu thudc theo mau s6 02/DK-NPT-
TNCN;

+ Ban sao gidy khai sinh, Ban sao s6 ho khau hoac giay to lién
quan khac dé xac dinh rd mdi quan hé.

¢2. Truwong hep trong dé tuéi lao
dgng khong c6 khd nang lao déng

+ Ho so nhu truong hop ¢l

+ Ban sao xac nhan ciia co quan y té tir cap huyén trg 1én hozc ban
khai mau sb 09/XN-NPT-TNCN c6é x&c nhan cua Uy ban nhan
dan cip x4.

d) Me ké, bé dwgng. Cu thé:

5/7




Quy trinh dang ky, ké khai, quyét toan thué TNCN QT.04/TCKT

dl. Trwong hgp da hét tuéi lao | + 02 ban diang ky nguoi phu thuoc theo mau so 02/DK-NPT-
dong TNCN,;

+ Ban sao gidy khai sinh cua d6i trong nop thué va ban sao gidy
chung nhan két hon dé ching minh 1a bé duong, me ké hoic cac
gidy to khac c6 lién quan trong d6 c6 ndi dung xac dinh 1a bd
duong, me ké.

d2. Truwong hop trong dp tuéi lao | + Ho so nhu truong hop di;

dgng khong c6 khd ning lao dgng | + Ban sao xac nhan cia co quan y té tir cap huyén trg 1én hozc ban
khai miu s6 09/XN-NPT-TNCNc6 xac nhan cua Uy ban nhan déan
cap xa.

e) Ong ba néi, dng ba ngoai; ¢, di, chd, bac, cau rudt; anh, chi, em rudt; chau rudt, cac ca nhan
khac 12 nguwoi khong noi nwong twa ma ngudi doi twong ndp thué dang truc tiép nudi dudong. Cu
thé:

el. Trwong hgp di hét tudi lao | + 02 ban dang ky nguoi phu thuoc theo mau so6 02/DK-NPT-
dong TNCN;

+ Ban sa0 s6 ho khau (néu cting ho khau) hodc ban sao ddng ky tam tr(
hozc ban tu khai theo mau 09/XN-NPT-TNCN (khdng cting h khau
nhung dang song cing) hoacban khai theo miu sb 09/XN-NPT-
TNCN(khong séng cting nhung phai truc tiép nuéi dudng) ¢6 xac nhan
cua Uy ban nhan dan cap xa noi ngudi phu thude dang sdng.

e2. Trwong hop trong d tuéi lao | + Ho so nhu truong hop el;

dgng khong c6 khd nang lao dpng | + Ban sao xac nhan cia co quan y té tir cap huyén tr 1én hozc ban
khai mau sb 09/XN-NPT-TNCN c6 x&c nhan cua Uy ban nhan
dan cap xa.

c. Thei gian, dia diém ding ky, ngp hé so ngwoi phu thuge

- Thoi gian, dia diém dang ky ngudi phu thudc

+ Trong nidm, néu c6 sy thay doi vé ngudi phu thudc so véi dang ky dau nam thi
cham nhat 1a sau 30 ngay ké tir ngay co thay doi (ting, giam) ca nhan phai ding ky thay
d6i thong tin tai truong (P.TC-KT);

+ Truong hop ca nhan nop thué ky hop dong lao dong (hoac co quyét dinh tuyén
dung) thi thoi han ding ky nguoi phu thuéc cham nhat 1a ngay cudi cing cua thang ky
hop dong lao dong hoac quyét dinh tuyén dung.

- Thoi gian, dia diém nop hd so chimg minh ngudi phu thudc

+ Thoi han nop hd so tai truong (P.TC-KT) cham nhat 1a sau 01 thang ké tir ngay
dang ky giam trir. Sau thoi han trén, cac ca nhan truc tiép nop hd so chimg minh nguoi
phu thudc tai Cuc Thué tinh Nam Dinh.

+ Trudng hop c6 phét sinh ting, giam vé ngudi phu thuoc so véi dang ky thi thoi
han nop hd so tai truong (P.TC-KT) cham nhat 1a sau 01 thang ké tir ngay dang ky diéu
chinh tang, giam ngudi phu thudc. Sau thoi han trén, cac ca nhan truc tiép nop hd so
chang minh ngudi phu thudc tai Cuc Thué tinh Nam Binh.
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Quy trinh dang ky, ké khai, quyét toan thué TNCN QT.04/TCKT

+ C& nhan chi phai nop hd so ching minh cho mét nguoi phu thuéc mét lan trong
sudt thoi gian duoc tinh giam trir ké ca truong hop ddi twong nop thué thay doi noi 1am
viéc, thay doi noi kinh doanh.

5.2.2 Tiép nhgn ké khai:

+ Kiém tra ddi chiéu cac noi dung trén céc biéu mau chang tir cac ca nhan ké
khai.

+ Khi chting tir hop 1é thuc hién hoan thién hd so c& nhan dé khau trir thué
5.2.3 Khdu trir thué

- Ddi vé6i thu nhap tir tién luong, tién cong duoc thuc hién hang thang: Trudng cin
clr VAo tién luong, tién cdng va cac khoan c6 tinh chét tién luong, tién cong thuc tra cho
ngudi lao dong, thuc hién tam giam trir gia canh cho déi twong nop thué, ngudi phu thudc
theo ding ky. Trén co sé thu nhap con lai va biéu thué Iuy tién ting phan, truong s& tinh
thué va khau trir s6 thué da tinh dé nop Cuc Thué.

- Khau trir thué d6i voi mot s trudong hop khac:

- Tién luong, tién céng, tién dich vu khac, tién chi khac cho ca nhan khdng ky hop
dong lao dong véi truong trén 3 thang c6 tong mic tra thu nhap tir 2.000.000 doéng/lan tro
1én thi thuc hién khau trir thué truéc khi tra thu nhap cho ca nhan nhu sau:

+ KhAu trir theo ty 1& 10% trén thu nhap;

+ Truong hop ca nhan da dang ky thué, c6 ma sé thué va cé duy nhat thu nhap thudc
d6i tugng phai khau trir thué theo ty 1¢ néu trén nhung wéc tinh tong muc thu nhap chiu
thué caa cé nhan sau khi trir gia canh chua dén mac phai nép thué (vi du ca nhan cé thu
nhap khong dén 108 triéu dong/nam néu doc than hoic dudi 151,2 triéu dong/nim néu co
01 nguoi phu thudc dugc giam trir da 12 thang....) thi ca nhan c6 thu nhap lam cam két
theo mau s6 02/CK-TNCN (tai mAau tai trang web giri cho Phong Tai Chinh — Ké toan dé
1am can cir tam thoi chua khau trir thué TNCN.

5.2.3. K& khai quyét toan thué

- Truong hop ¢ nhan chi c6 duy nhat mot nguén thu nhap tir tién luong, tién cong
tai Truong: Lap gidy uy quyén theo mau sé 02/UQ-QTT-TNCN (tai mau tai trang web
cham nhat 1a 45 ngay ké tir ngay két thuc nam.

- Truong hop c& nhan cd thu nhap tir hai noi tro 1én: Lién hé phong TC-KT dé nhan
chang tir khau trir thué va ca nhan ty quyét todn véi co quan thué trong thoi gian 90 ngay
ké tir ngay két thuc nam.
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Quy trinh dding ky, ké khai, quyét toan thué TNCN QT.04/TCKT
VI.HO SO
, n Dang e
STT Tén hd so Ma bidu miu Trach nhi¢m hhso | 1011
luu luu
luu
To khai dingky | (05/DK-TH-TCT) .
P . g Theo quy dinh
1. thue Phong TC-KT File giay hien hanh
- , . 02/DK-NPT-TNCN ]
2, Bang ky nguoi phu | o N NPT-TNCN | Phong TC-KT | File gidy | | e0 duy dinh
thudc hién hanh
2 z 02/CK-TNCN R g Theo quy dinh
3. Giay cam ket Phong TC-KT File giay hién hanh
g, N 02/UQ-QTT- R o Theo quy dinh
4, Giay uy quyeén TNCN Phong TC-KT File giay hien hanh
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http://tckt.ueh.edu.vn/upload/quytrinh/23-CK-TNCN.doc

