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Checklist chét lvong cudi thang — 10 budc

Ddanh cho ké todn, HR, chu doanh nghiép vira va nhé

#

10

Buwéc

Khoa di¥ liéu chdm cong
Déi chiéu ngay cong
Chét KPI

Cap nhat hd so lwong

Ghi nhan tam &ng & diéu
chinh

Duyét hoa héng cuta ky

Tinh lwong & kiém tra bao
hiém, thué

Déi chiéu téng

Chét ky & sao lwu

Chi tra & phat phiéu lvong

Viéc can kiém tra Xong
Duyét hoac tir chbi hét don nghi phép, téng ca con O
cho; kiém tra ngay |1&, ngay nghi khéng lwong.

So tbng cong tirng ngudi véi thang trwdc; xem ki 0
nguwoi di mudn, niva cdng, nghi dai ngay.

Nhan vién tw chdm, quan ly duyét co Iy do; khoa ky KPI O
trwde khi tinh lvong.

Tang/gidm lwong, phu cap, ngudi phu thudc, nhan vién O
m&i, nghi viéc — ding ngay hiéu lwc.

Tam &ng gitra thang, thwdng, phat, kh4u triv, thanh O
toan phép ton.

Chi dwa vao lwong cac dot hoa hdng da duyét, dung O
ky; kiém tra khéng trung dot trwée.

Mtrc dong BHXH, gidm trir gia canh, nguwdi phu thudc, .
thué TNCN; khoadn mién thué.

So t6ng thu nhap, BHXH, thué, thwe linh voi thang .
trwdre; gidi thich dwg'c moi chénh Iéch lon.

Sao lwu bang lwong trwdc khi chbt; chi mé khoa khi cé O
ly do ghi ré.

Xuét file chuyén khoan, déi chiéu sb tai khoan; phat

hanh phiéu lwong cho nhan vién va lwu xac nhan da O

xem.

Muén 10 bwéc nay chay gan nhw tw dong?
Workflow DUTA tw 14y ngay cong, KPI, hoa héng, tam (ng vao bang lwong; tw tinh BHXH, thué
TNCN; chot ky c6 sao Iwu; phat phiéu lwong Ién dién thoai nhan vién.
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