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PHAN 1. HUONG DAN CHUNG
I. Pham vi ap dung

- Tai lidu nay 4p dung ddi v4i c4c to chire, ca nhan tra thu nhap thuc hién
quyét toan thué TNCN nam 2009.
1. Tir viét it

- TCT: Tong cyc thué

- CQT: Co quan thué

- DKT: Pang ky thué

- QTT: Quyét toan thué

- MST: Ma s thué

- NNT: Nguoinop thué

- TNCN: Thu nhap ca nhan

- CQCT: T6 chure, c& nhan chi tra thu nhap
I11. Giai thich tir ngir

- Co quan chi tra thu nhap (CQCT) la t6 chuc, ca nhan tra cac khodn thu
nhap phai khau trir thué khdng phan biét co phat sinh khau trir thué hay khong
c6 khau trir thug, co trach nhi¢m khai quyét toan thue thu nhap ca nhan theo quy
dinh tai khoan 2, muc Il, phan D Théng tu s6 84/2008/TT-BTC ngay 30/9/2008
cua B Tai chinh.

- File d@t liéu QTT: luu cac thong tin to khai, bang ké quyét toan dang dix
liéu dién tir theo dinh dang chuan cta TCT ban hanh.

- Hb so quyét toan: bao gdm céc to khai, bang ké quyét toan thué bang
giay, c6 ma vach hoac khong c6 ma vach.
- Phian mém Ho tro quyét toan thué TNCN (goi tat 3 QTTNCN): 1a phan
mém img dung do Tong cuc Thue xdy dung nham hd trg NNT ké khai quyét

toan thué TNCN, in hd SO quyét toan va két xuét file dir liéu theo dinh dang
chuan, phuc vu viéc quyét toan cho thué TNCN.

- HTKK: La phan mém ctia TCT cung cap cho NNT, nham hd tro nhap
d@ liéu ké khai thu€ va in to khai quyet todn c6 ma vach, két xuat file dir liéu
theo dinh dang chudn cho céc loai thué, trong d6 cd thué TNCN.
. -1HTKK:La phan mém HTKK ctia TCT cung cdp nham hd trg NNT nop
ho so khai thué (dﬁ c6 chir ky dién tir) qua mang ma khong can gui to khai gidy.
- Phan mém K¢é toan, Quan ly nhan su (goi tat 1a QLNS): La cic ung
dung phan mém ké toan, nhan su, tién luong, hoic céc phan mém ho tro ké khai

khac ma cac CQCT dang sir dung va ¢ cac tinh nang két xugt thong tin quyeE
toan thué TNCN ra cac tép dir liéu dién tir theo dinh dang chuan ctia CQT va ho
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trg chie ning in cac to khai quyét toan thué TNCN va bang ké.

- Phém rpém Kiém tra file QTT: La img dyng ph@}n mém ctia CQT duoc
st dung dé kiém tra va nhan file dir li¢u quyét toan thué theo dinh dang chuan
ctia CQT ban hanh. Trong phan mém hd trg cac tinh ning kiém tra dinh dang
file va tinh nang sao chép file vao thu muc luu trit cia CQT.

PHAN II. HUONG DAN CHO CAC CQCT THUC HIEN QUYET TOAN

|. Pham vi ap dung

- Tai li¢u nay ap dung d6i vGi cac to churc, canhan tra thu nhap cho céac
cé nhén c6 thu nhap tir tién leong, tien cong, hoa hong dai ly X6 so, bao hiém va
cac hoa hong ban hang, dich vu khéc, cé trach nhiém phai quyét toan thué
TNCN nam 2009.

. -Cac mﬁg biéu ké khai quyét toan thué nim 2009 cua cac CQCT bao
gom cac mau bi€u quy dinh nhu sau:

Loai thu nhap chi tra Mau to khai Theo quy dinh ctia Thong tu
Tién luong, tién cong, | 05/KK-TNCN Thong tu so TT 84/2008/TT-BTC
tién thu lao va céac khoan | 05A/BK-TNCN 30/09/2008.
thu nhép c6 tinh chit tién | 05B/BK-TNCN (Pd cdp nhit theo TT dir thao sia
luong, tién cong doi TT84,..)

Tién hoa hong dai Iy bao | 02/KK-BH Thong tu so TT 10/2009/TT-BTC
hiém 02A/BK-BH 21/01/2009
(Pd cap nhdt theo TT duy thao sia
doi TT84,..)
Tién hoa hong dai 1y x6 | 02/KK-XS Thong tu s6 TT 42/2009/TT-BTC
$0 02A/BK-XS 09/03/2009

doi TT84,..)

Trong do:

- CQCT thong thuong phai ké khai cac to khai : 05/KK-TNCN, phu luc
05A/BK-TNCN, 05B/BK-TNCN.

- CQCT hoat dong nganh bao hiém, c6 chi tra thu nhap cho dai Iy thi phai
ké khai cac to khai mau 05/KK-TNCN, 05A/BK-TNCN, 05B/BK-TNCN,
02/KK-BH, BK 02A/KK-BH.

- CQCT hoat dong nganh x6 s, c6 chi tra thu nhap cho dai 1y thi phai ké
khai cac to khai mau 05/KK-TNCN, 05A/BK-TNCN, 05B/BK-TNCN, 02/KK-
XS, BK 02A/KK-XS.

I1. Cac buée thuwe hién quyét toan
Buéc 1: Chuan bi thong tin Quyét toan thué

(Pd cap nhdt theo TT duy thao sia




bé thyc hién dugc khai quyét toan thué TNCN da khau trir, trude hét
CQCT can tiéen hanh cac cong tac ra soat va dé nghi ca nhan cung cap MST nhu
Sau.

- DOi voi nhitng nguoi lao dong méi hode chua cé MST, CQCT dé nghi
ca nhan thue hién déng ky thué dé dugc cap MST. Ca nhan, CQCT c6 thé truy
cap trang httpJ//tncnonline.com.vn dé bict thém cac thu tuc can thiet ve viée
DKT dé duoc cap MST cho cé nhén.

- f?éi v61 nhiing nguoi lao dong da co MST nhung chua cung cap cho
CQCT d¢ nghi cac ca nhan cung cap MST cho CQCT.

Nhimg CQCT c¢6 kha nang quyét toan hd cho ngudi lao dong 1a c4 nhan
cu tru can:

- Théng bao dén nguoi lao dong dé xac dinh c4 nhan nao chi nhén thu
nhap tai CQCT can CQCT quyét toan ho

- Thu thép ban dang ky nguoi phu thude, cac chimg tir chimg minh khoan
giam trur dong bao hiém (neu c6), dong gop tir thién, nhan dao, khuyén hoc (néu
c0) ctia nguoi lao dong dé xéac dinh lai nghia vu thué cho nguoi lao dong

Nhitng CQCT khong ¢6 kha nang quyét toan ho cho nguoi lao dong

khong can thuc hién cac cong vi€c trén.

CQCT tap hop danh sach MST ctia céc ca nhan cung cac thong tin lién

quan va cap nhat vao cac phan mém QLNS, hoac QTTNCN, hoac HTKK.

- Bm v6i cac CQCT ¢6 sir dung phan mém ké toan, nhan su (QLNS):
can phai cap nhat thong tin cta cac ca nhén vao cac Uing dyung nay dé
dam bao khi két xuit dir liéu bang ké da co thong tin clia ngudi lao
dong

- Céac CQCT su dyng HTKK hodac QTTNCN s& cap nhat thong tin cua
ca nhan trong khi nhap dir liéu ké khai QT thué¢ TNCN

Luu y: MST cia nguoi lao déng phdi cung cdp cho CQCT la ma 10 so
Budée 2: Tiép nhin va cai dit phan mém hd tro khai quyét toan thué thu
nhap ca nhan

Buoc nay ap dung déi véi cac CQCT sur dung phan mém quyét toan thué

thu nhdp cd nhdn dé khai quyét toan va két xuat file dir liéu

- CQCT c¢6 thé liy phan mém hd tro ké khai (QTTNCN, HTKK, iHTKK)
theo mot trong céac cach dudi day:
o Lién hé truc tiép v6i CQT dé lay phan mém quyét toan thué thu
nhap cé nhan.
o Truy cép trang dién tir: http://tncnonline.com.vn dé tai phan mém

quyét toan thué thu nhdp cé nhén va céc Tai liéu hudng dan cai dit,
huéng dan st dung, d6i véi cac CQCT chi ké khai QTTNCN,
khong c6 nhu cau ké khai cac loai thué khac.
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o Truy cép trang http// www.gdt.gov.vn dé tai phan mém HTKK
phién ban 2.5 va cac Tai liéu huéng dan cai dit, hudng dan s
dung, d6i voi CQCT dang ké khai hang thang, quy, nim cho céc
loai thué bang phan mém HTKK.

- Cai dat cac phan mém theo huéng dan. Néu c6 vudng mic trong viée
cai dat va su dung,,CQgiT co thé lién llé Vo1 bp phan tuyén truyén ho trg cua
CQT quan 1y tryc tiép dé dugc huong dan cu thé.

Budée 3: Khai quyét toan thué

1. Truomg hop CQCT dung 1 trong cic phim mém hé trg' ké khai dé
QT nhw phan mém QTTNCN, HTKK, QLNS thi thuc hién nhuw sau:

- Nhap s6 liéu quy~ét toan: Sir dung phan mém dé nhap dit liéu céc to khai
va bang ké theo dung mau biéu quy dinh. Nhap dir liéu vao cac Bang ké trudc.
Sau do, cac dir li¢u tir Bang ké s€ tu dong két chuyén sang t& khai quyét toan.

- Kiém tra va chinh sura thong tin 6 sai sot.

- In ho so quyét toan: Su dung chue nang in trong cac phan rnem dé in to
khai va bang ké phu luc . Ho so quyét toan thué bao gom to khai quyét toan va
cac bang ke.

o Dbivsicac CQCT sir dung phan mém HTKK s& in ra to khai va
bang ké c6 ma vach.

o Dm véi cac CQCT nop ho so khai thue qua mang (sir dung phan
mém iHTKK) khéng can in hd so quyet toan.

o Dbi voi cac CQCT sir dung phin mém QTTNCN in ra to khai,
bang ké theo qui dinh.

o Néu cac phan mém QLNS ctia CQCT khong c6 chirc ning in ho so
QT thi CQCT sé thyc hién nhu sau:

* Su dung chuong trinh QLNS dé ket xuét file dit liu QT theo
dinh dang chuin cta TCT cung cép ( xem Budc 4)

* Su dung Phan mém QTTNCN nhan dir liéu tir file két xuét
do va in ra to khai, bang ké.
- In bia tép hd so (theo miu dinh kém hudéng din nay): Sir dung cac chirc
nang in trang bia ctia cic phan mém hd tro.
2. Trwong hop CQCT khéng cé khi ning siv dung phian mém dé ké
khai sé thwc hién:

- CQCT c¢6 thé tai cac mau to khai quyét toan tai trang dién tur
http //WWW qdt. gov.vn Va in cac mAu hoic lién hé truc tiép v&i co quan thué dé
lady mau to khai dé khai.

- Khali day du va chinh xac cac chi tiéu trén to khai va bang ké theo dting
hudng dan ké khai cua CQT ban hanh.

Budéc 4: Két xuat dir liéu ra file
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(Cac CQCT khéng c6 kha ndng sir dung phan mém khéng thuc hién budc

nay).

Sau khi cap nhat dit liéu vao cac phin mém, CQCT thuc hién:

- Két xuat dit liéu ra file: Str dung céc chirc ning cua phan mém dé két
xuat dit liéu ra file theo dung dinh dang ctia CQT quy dinh.

- Kiém tra tén file theo quy dinh va ghi nhé noi leu tép dit liéu.

Tén file két xudt duoc dat theo dung cau trac: C1C2C3-
NIN2N3N4AN5SN6N7NSNIN1ON11IN12N13-M1M2M3M4-KK1K2K3K4 -
LL1L2. xIs. Trong do:

o CIC2C3: Thé hién tén viét tat ctia co quan thué quan ly. Vi du
HAN (Cuc thué Ha No61), HPH (Cuc thué¢ Hai Phong)...

o NIN2N3N4NSNON7NENINIONIINI2N13: Ma s6 thué co quan
chi tra (Néu mé s6 thué co quan chi tra la 10 so thi mac dinh ng
dung tu thém chudi “000” vao cudi).

= NIN2 14 s6 phan khoang tinh cip mi s thué duoc quy dinh
theo danh myc ma phéan khoang tinh
= Bay chir s0 ticp theo N3N4NSN6NTNSN9 duge danh theo
s0 thir ty tir 0.000.001 deén 9.999.999 gan cho timg doi tuong
ndp thué
= Chir s6 tiép theo N10 14 chir s6 kiém tra
= Céach tinh s chit s6 kiém tra
e Céc chit s0 tir NIN2- N3N4N5N6N7N8N9 duoc nhén
v&1 mot s6 nguyén t0 nhu sau: N1 nhan vé1 31, N2
nhan vo1 29, N3 nhan vo1 23, N4 nhan voi 19, N5
nhan v&i 17, N6 nhan voi 13, N7 nhan véi 7, N8 nhan
vo1 5, N9 nhan véi 3.
e Tong clia cac tich sb nay dugc chia cho 11, lay sré du
cua phép chia. Chir s6 kiém tra N10 s€ 1a hiéu s6 cua
10 va s6 du cua phép chia. Néu chit s6 kiém tra dugc
tinh theo cong thirc trén khong bang N10 thi MST
nhap vao khong dung dinh dang
= Mudi sb tir NI dén N10 (theo md ta ¢ trén) duoc cdp cho
nguoindp thué doc 1ap va don vi chinh
= Bachit s6 NIIN12N13 1a céc so tht ty tir 001 dén 999 dugce
dénh theo tirng don vi truc thudc, chi nhanh cta ngudi nop
thué doc lap va don vi chinh

o MIM2M3M4: thé hién thong tin ky hiéu to khai



* [J To khai 05/KK-TNCN danh cho o chirc, ¢4 nhan tré thu
nhdp tir tién cong, tién lrong dugc ky hi¢u trén tén file la
05TL

" [J To khai 02/KK-XS danh cho co s¢ giao dai ly X0 s0 tra
thu nhap cho dai ly x6 s6 duoc ky hi€u trén tén file la 02XS

" [ T& khai 02/KK-BH danh cho co s¢ giao dai Iy bao hiém
tra thu nhéap cho dai Iy bao hiém dugc ky hiéu trén tén file la
02BH

o KKI1K2K3K4: thé hién thong tin ky tinh thué ctia to khai
=[] K:co thé c6 gid tri M (thang), Q(quy), Y (nim)

= [J K1K2K3K4 cé gia tri thang/nam (0109) hodc quy/nam
(Q109) hoac nam (2009)

o LLI1L2: thé hién trang thai va so lan nop to khai (LOO thé hién
trang thai chinh thire, LO1 .. L99: thé hién trang thai bd sung tuong
ung v&iso 1an bo sung cua to khai)

Vi du : T6 chuc chi tra co MST 0100100008 do Cuc thué Ha noi quan
ly, ké khai to khai quyét toan mau 05/KK-TNCN , to khai chinh thirc
nop lan dau. Vay tén file s& nhu sau: HAN- 0100100008000 05TL-
Y2009-L00

- CQCT ¢o thé sir dung phan mém QTTNCN hoic HTKK do TCT cung
cap dé kiém tra dinh dang, cau tric cling nhu céc sai sot dir liéu cua file da két
xuat. Phan mém QTTNCN hodc HTKK va céc tai liéu huéng dan sir dung co
thé tai tai trang dién tir http:// tncnonline.com.vn hodc http://gdt.gov.vn

Luu y: CQCT kiém tra s6 liéu khop giita ban in ra gidy va file dir ligu.
CQT sé yéu cau gui lai file dir liéu néu cé chénh léch véi ban gidy hodc sai tén,
sai cau tric, dinh dang qui dinh.

Buéc 5: Giri file dir liéu quyét toan dén CQT

1. Pdi véi cac CQCT khong sir dung iHTKK:

D6i voi cac file dit lidu da duge két xuat tai bude 4 & trén, CQCT ¢ thé
gui file dén co quan thué theo céc cach sau:

o Gui qua mang internet: CQCT truy cap trang http//
tncnonline.com.vn, st dung chirc nang Gui dit ligu dé gui file dur
1i§u cho CQT va thyc hi¢n cac budc theo hudng dan st dung phan
mém.

o QGui truc tiép tai CQT hodc qua buu dién cung voi hd so khai thué
bang gidy: Tép dir liéu s& dugc ghi vao dia CD hoic USB.Tuy
nhién, CQT khuyen khich CQCT g file qua internet hodc qua buu
dién vi trong giai doan nay s6 CQCT nop hd so quyét toan thué 16n
dan dén phai xép hang chd doi, lang phi thoi gian.
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Luu y:

- Chi sur dyng 1 hinh thirc gui file (truc tiép, buu di¢n, qua mang internet,

iIHTKK) cho cac to khai quyét toan trong 1 lan gui.

- CQCT chii y kiém tra sé lwong file giti kém bang sé hoé so gidy (To khai

+ cac bang ké kem theo cua to khai)

2. P6i v6i cdc CQCT sir dung iHTKK

CQCT truy cap vio cong thong tin dién tur
http://www.kekhaithue.gdt.gov.vn dé gui dix liéu cho CQT theo tai liéu hudng
dan cua phan mém itHTKK tai cong thong tin di¢n tu.

Buéc 6: Nop ho so' quyét toan dén CQT

(Cac CQCT ndp ho so khai thué qua mang sir dung iHTKK khéng phdi thuec
hién buoc nay).

CQCT gui ho so khai quyét toan thué da in dén co quan thué theo cac hinh
thirc nhu: Nop truc ti€p hodc giri qua duong buu di¢n dam bao dung tho1 han
theo quy dinh cua Luat thué¢ TNCN.

Luu y:

- Poi voi cac CQCT co g hoé so gidy va file phai in va giti kém trang bia
tép cung voi ho so gidy.

- Déi voi cac CQCT chi gui hé so gidy khéng sir dung phan mém hé tro
ké khai quyet toan thué khong can gui kem trang bia tép.
Buéc 7: Theo ddi két qua gii file

Sau khi guri hd so QT, file dix lieu, CQCT co thé truy cdp vao cong thong
tin dién tr http://tncnonline.com.vn d€ theo doi két qua gui @€p dit li¢u (hoan
thanh, b0 sung...)(Xem chi tiet huong dan s dung phan mém Gui file qua
mang trén dia chi http://tncnonline.com.vn.)

Budc 8: Piéu chinh s6 liéu quyét toan

Khi c6 céc sai sot can diéu chinh hodc nhan dugc thong béo can diéu
chinh cua CQT, CQCT thuc hién di€u chinh lai s6 li¢u quyét toan, két xuat lai
tep dir liu va giri cho CQT. Cac budc thyc hién bat dau tr Budc 3 dén Bude 7
O trén.

Céach ké khai diéu chinh, cach dit tén tép dir liéu diéu chinh theo hudng
dan ké khai cua TCT va trong tai liéu huéng dan cua cac phan mém.

Luu y:TCT can ghi nhé tén file diéu chinh dé copy hodc giri ding tép dir
lieu da dieu chinh.
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I11. Cung cap thdng tin dé hd tro' cac ca nhan khai quyét toan thué truc tiép
véoi CQT

- Céc phan mém HTKK va QTTNCN c¢6 hd tro cac chic ning in s lidu
thu nhap da tra, giam trur gia canh, bao hlém bat budc va s6 thué da khau trir ctia
timg nguoi lao dong trong nam dé cung cap thong tin cho cac ca nhén thyc hién
khai quyét toan thué TNCN vé1i co quan thué. Mau cung cép thong tin dugc in
ra theo cac chi tiéu trén to khai va bang ké phu luc cua to khai quyét toan thué
TNCN ctia c4 nhan (mau 09/KK-TNCN va bang ké 09A/BK-TNCN). Céac ca
nhan co6 thé tham khao cac thdng tin ndy khi khai quyét toan thué TNCN véi
CQT.

- Khi cdc ca nhén ¢o6 yéu cau hodc sau khi hoan thanh viéc chi tra trong
nam va quyét toan s6 thué TNCN, CQCT sux dung chirc nang In thong tin hd tro
quyet toan thué TNCN cho nguoi lao dong de in va cung cap thong tin ho tro
nguoi lao dong thuc hién khai quyet todn thué. Dé c6 thé in duge cac thong tin
ndy, CQCT can phai cap nhat ddy du s liéu bang ké thu nhap 05A/BK-TNCN
trude khi m.



‘ BIA TEP , )
HO SO QUYET TOAN THUE

(Dung cho céac té chire, ca nhan ndép HS quyét toan thué TNCN co g file dir liéu)

Ma s thué: (tw dién TT néu in tir UD QTTNCN va HTKK)
Tén to chirc/ca nhan chi tra: (fw dién TT néu in ttr UD QTTNCN va HTKK)

Hb so QT bao gém:

05/KK-TNCN, O Cac bang ké
02/KK-BH , [1 Cac bang ké
02/KK-XS, [ Céc bang ké
09/KK-TNCN, 0O Cac bang ké
MAu QT khac va céc bang k& (NNT tw ghi mau t& khai quyét toan bén dudi)

S O I B B

Hinh thire gvi File ( Chi gl file theo 1 hinh thirc cho tat ca cac file tor khai).

[l Quamang intemnet, (1 Trwc tiép, [1 Bwu dién
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