TRUONG CAO PANG KINH TE KY THUAT ng S ‘ ]

Dia chi: Puong Nguyén Binh, Duong x4, Gia Lam, Ha No¥
bién thoai: 0243.8276342
Website: http://netc-vca.edu.vn

QUY TRINH QUAN LY HOQC SINH SINH VIEN NOI TRU, NGOAI TRU

M4 héa : QT11
Ban hanh Ian : Thi nhit

Hiéu luc tir ngay :

NGUOI SOAN THAO PHONG QUAN TRI

uyén Thi Mai Hoa Bii Viin Phiic




1. Muc dich va pham vi ap dung
a. Muc dich:

Viéc xdy dung quy trinh quan ly HSSV néi, ngoai tru giap nha truong ciing nhu cac
don vi trong trudng ndm duoc cu thé cac ndi dung co ban ciing nhu nhitng quy dinh, yéu
cau cu thé cua cong tac nay trong qua trinh HSSV hoc tap tai truong theo quy dinh cua
Luét Gido duc, Diéu 1¢ nha truong va quy ché cu thé cia Nha truong;

Xay dung né nép, ky cuong trong viéc quan ly hoc sinh, sinh vién néi, ngoai trd; bao
dam nam bat kip thoi thuc trang hoc sinh, sinh vién noi ngoai tra:;

Ngin chin, day I0i, x6a bé co ban nhiing biéu hién tiéu cuc, khéng lanh manh trong
hoc sinh, sinh vién noi, ngoai tra.

Tiép nhan, bé tri, sap xép chd & hop Iy cho HSSV trong KTX tao diéu kién tot nhat
cho HSSV yén tam dn &, sinh hoat va hoc tap tai truong CP Kinh té k¥ thuat Trung vong.

Quan ly tt HSSV néi trd, gop phan day manh cong tic dio tao cta Nha truong
b. Phagm vi &p dung:

HSSV cua truong CP Kinh té K§ thuat Trung wong.

2. Khai niém va tir viét tat

a. Khai nigm: Quan ly HSSV néi, ngoai trd la mét quy trinh do bo phan Quan ly KTX xay
dung va thuc hién trén co sé chi dao cia BGH nham tiép nhan, bé tri, sip xép, theo dbi,
quan ly HSSV trong sudt qua trinh HSSV hoc tap tai truong.

b. Tar viét tat

- BGH: Ban Giam hiéu;

- QLKTX: Quan ly Ky tuc xa

- HSSV: Hoc sinh, sinh vién

- KTX: Ky tuc xa

- CSVC: Co sé vat chat
3. Vin ban phap ly

Thong tu 17/2017/TT-BLDTBXH ngay 30/6/2017 cta B6 LDTB&XH ban hanh Quy
ché Cong tac HSSV trong trudng trung cap, truong cao dang

QDb 218a/2021/Qb-TrCBKTKTTW ngay 19/10/2021 cta Hiéu trudng treong Cao
dang Kinh té - K§ thuat TW ban hanh Quy ché cong tac HSSV



3. QUY TRINH QUAN LY
3.1. Quy trinh quan ly HSSV ngi tra

— B0 phan QLKTX nghién ctru cac quy dinh méi ban
hanh (néu cd)

>
__, | Bo phan QLKTX du kién cac phuong an bo tri
phong & trong KTX cho HSSV
»| B0 phan QLKTX kiém tra, ra soat CSVC tai KTX,
sua chira, bo sung trudc khi HSSV nhap hoc
Quy
tr‘mh, Bo phan QLKTX xay dung noi quy KTX, dé xuat
quanly > —| cac muc thu déi vé6i ting loai phong trinh BGH
HSSV phé duyét
noi tru
—>| B6 phan QLKTX gui thong bao dén HSSV cho
HSSV c6 nhu cau & noi tra biét va thuc hién

Bo phan QLKTX tiép nhan don, bd tri, sip xép
chd & cho HSSV theo su phéan chia KTXK1 danh
cho HSSV nam, KTXK2 danh cho HSSV nii. Ky
bién ban ban giao phong &

Bo phan QLKTX quan ly, dén dbc, nhic nho
HSSV noi tri va phdi hop véi cac bo phan lién
quan giai quyét cac su vu phéat sinh trong sudt qua
trinh HSSV & ndi trd

Bo phan QLKTX cir nguoi chdt dong ho dién,
— | nuwdc vao thoi gian tir 01 d&én 05 hang thang, lap
danh séch, tién hanh thu tién phong va cac dich vu
tai KTX chuyén phong TCKT theo quy dinh

B6 phan QLKTX céap nhat théng tin va bao céo
dinh ky, dot xuat véi BGH va lanh dao phong

Tiép nhan don xin thdi ¢ nodi trd cia HSSV khi
HSSV hét khéa hoc hoidc khdng ¢ nhu cau & noi
trd nira, 1ap bién ban ban giao lai phong, HSSV
thanh toan cac khoan ng dong va liy lai tién dat
coc tai phong TCKT




a. Mo ta quy trinh quan ly HSSV ngi tru

TT

NQI DUNG

BO PHAN
THUC HIEN

BQ PHAN PHOI
HOQP

THOI GIAN
THUC HIEN

HO SO LUU

Bo phan QLKTX nghién
cu cac quy dinh mei ban
hanh (néu co)

Bo phan
QLKTX

Trong ndm hoc

Bo phan QLKTX du kien
cac phuong an bo tri phong
¢ trong KTX cho HSSV

Bo phan
QLKTX

Phong Quan
tri

Dau nam hoc;
dau ky hoc

Bo phan QLKTX kiém tra,
ra soat CSVC tai KTX, sua
chira, bd sung trugc khi
HSSV nhap hoc

B6 phan
QLKTX

Phong Quan
tri

Pau nam hoac
dau khéa hoc

Bién ban kiém
tra

Bo phan QLKTX xay dung
noi quy KTX, dé xuat cac
muc thu dbi voi tung loai
phong trinh BGH phé duyét

BGH

Bo phan
QLKTX

Noi quy
Quy dinh vé muc
thu

Bo phan QLKTX gui thong
bao dén HSSV cho HSSV
c6 nhu cau & noi tra biét va
thuc hién

B6 phan
QLKTX

HSSV

Pau nam hoc

Thong bao

Bo phan QLKTX tiép nhan
don, bd tri, sip xép chd &
cho HSSV theo sy phén
chia KTXK1 danh cho
HSSV nam, KTXK2 danh
cho HSSV nit. Ky bién ban
ban giao phong ¢, HSSV
dat coc tién tai phong
TCKT

Bo phan
QLKTX

HSSV

Khi bé tri sap
Xep cho &

Bién ban ban

giao phong

Bo phan QLKTX quan ly,
doén doéc, nhic nho HSSV
noi trd va phéi hop véi cac
bo phan lién quan giai
quyét cac sy vu phat sinh
trong qua trinh HSSV ¢ noi

Bo phan
QLKTX

Phong Quan
tri Bo phan
bao vé

Cac don i
lién quan

Khi phat sinh
Su vu

lam




tra

Bo phan QLKTX ctr nguoi
chét déng hod dién, nuéc
vao thoi gian tir 01 dén 05 | Bo phan

tién hanh thu tidn phong va | €an bo
cac dich vy tai KTX chuyén | Phong QT
phong TCKT theo quy dinh

Phong Quan
hang thang, 1ap danh sach, | QLKTX tri: 9Q

Phong TCKT

Dén thuoi gian | Danh sach
quy dinh Bién lai thu tien

Bo phan QLKTX cap nhat
Bo phan

lanh dao phong

thong tin va bdo cao dinh BGH

Hang thang

kS/, dot XUét v6i BGH va QLKTX Phong Quan Héng ky 86 ghl Chep
tri

Tiép nhan don xin thoi & noi
trd cua HSSV khi HSSV hét
khoa hoc hoac khong c6 nhu
10 cau & noi trd nira, 1ap bién ban Bo phan
thanh toan cac khoan ng dong
va nhan lai tién dat coc tai
phong TCKT

ban giao lai phong, HSSV QLKTX Phong TCKT khﬁng c6 nhu

Khi HSSV Bien ban  ban
X giao
cau o nua

b. BIEU MAU QUY TRINH QUAN LY HSSV NOI TRU (05 biéu mau kém theo)

STT Tén cong cu/biéu maw/hwéng dan

Ma hoa

Thong tu 17/2017/TT-BLDTBXH
30/6/2017 cua B LBTB&XH

ngay

BM. QT&CTHSSV.01

2 |QDb 218a/2021/QD-TrCDKTKTTW

ngay

19/10/2021 ban hanh Quy ché cong tac HSSV

BM.QT&CTHSSV.02

3 | Noi quy KTX

BM.QT&CTHSSV.03

4 | bon xin dang ky & KTX

BM.QT&CTHSSV.04

5 Don xin thoi khong & KTX

BM.QT&CTHSSV.05




3.2. Quy trinh quan ly HSSV ngoai tru

Phong Quan tri lap danh sd&ch HSSV ngoai tru
Quy
trinh | Phong Quan tri quan Iy HSSV ngoai trd
quan ly
HSSV . - e " P .
ngoai Phong Quan tri giai quyét cac su vu lién quan dén HSSV ngoal tru
tru Ghi $6 Tuu
a. Quy trinh quan ly HSSV ngoai tru
BQ PHAN o . .
A il BQ PHAN PHOI THOI GIAN . ,
TT NQI DUNG mg’\cl HOP THUCHIEN | HOSOLUU
Phong Quan tri 1ap danh sach oh AL b
1 | HSSV ngoai tr( ong . bau nam hoc; .
Quan tri Phong BT bau khoa hoc Danh sach
Phong Quén tri quan Iy HSSV ghéng If?Ta C8C | Trong qué
» | Ngoai trd Phong | o2 ¥ P | trinh HSSV | Danh séch;
Quantrj |dYaNTONd — yheohoc tai | S6 ghi chép:
treong va tal truon
dia phuong g
5 | Giaiquyetcacsyvulienquan | ppong | Cac don vi Khi c6 su vu ;‘i’é?]hk') ;rt"zﬁeu
Quantri | lién quan Xay ra c6)
b. BIEU MAU QUY TRINH QUAN LY HSSV NGOAI TRU (02 biéu mau kém theo)
STT Tén cong cu/biéu mau/hwéng dan M4 hoa

1

Danh sach

BM.QT&CTHSSV.01

2

S6 theo doi

BM.QT&CTHSSV.02




TRUGNG CP KINH TE - KY THUAT TW CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG QUAN TRI Poc lap — Tw do — Hanh phuc

PON XIN PANG KY O KY TUC XA

Kinh gei: Phong Quan tri treong Cao ding Kinh té - Ky thuat TW

HO VBN o e
Ngay thang nam sinh:........................ S6 dién thoai:........

HO KNAU thUGNE 1T oo e e,
Hoc sinh, sinh vién I6p:.................ooonl. KhOahoc:......oovviiii i,

Em lam don nay kinh xin phong Quan tri tao diéu kién bb tri sap xép cho em duogc &
noi trd tai KTX cua Nha truong.

PhONG S8:.evveeeeeeeeen . KTX
Loaiphong: ....................... MUC JIA .o,
KE tir ngay....ccoee.... thang............... nim 2023 (Chwa bao gdm tién dién, nudc)

Em cam két s& thyuc hién tét moi noi quy, quy dinh cua Nha truong, nodi quy KTX,
bao quan, giit gin tai san chung cua Nha truong, nop tién phong ¢ va cac dich vu khéac day
du, dang thoi han theo quy dinh. Néu vi pham em xin chiu hoan toan trach nhiém.

Em xin tran trong cam on!

. \ ' Ha Noi, ngay ~ thang  nam 2023
TRUONG PHONG QUAN TRI NGUOI LAM bON



TRUGNG CP KINH TE - KY THUAT TW CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG QUAN TRI Poc lap — Tw do — Hanh phuc

PON XIN THOI KHONG O KY TUC XA

Kinh gi: Phong Quan tri treong Cao diang Kinh té - Ky thuat TW

Hién tai do khdng c6 nhu cau ¢ KTX ctia Nha trudng, em xin phép duoc ban giao lai
phong..................e.l cling toan bo tai san trong phong ké tir ngay.................... , Cu

thé nhu sau:

TT Ho va tén Lop SPT S6 tai khoan/ ngan hang Ghi chu

Em di hoan thanh toan bo cdc khoan dich vu tai Ky tac xa tinh dén ngay
.......... thang........nam 2023

4
L )

trén.

Em xin tran trong cam on!




TRUGNG CP KINH TE - KY THUAT TW CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG QUAN TRI Poc lap — Tw do — Hanh phuc

Ha Noi, ngay thang  nam 2023

TRUONG PHONG QUAN TRI NGUOI VIET PON

BIEN BAN GIAO NHAN PHONG O KY TUC XA

Hom nay, ngay........ thang.....nam 2023, tai phong sé:......... KTX:....... Chuing t6i gom:
DPai dién bén giao:
[T/
Pai dién bén nhan:
[ 5T/
Tién hanh giao, nhan phong ¢ KTX gom cac noi dung sau
TT Tai san S6 lwrgng | Chiing loai Hig¢n trang Ghi cha

Cua chinh

Cura s6

Cira thong phong

Cua nha tim

Giudng st

Giat giuong

ben tuyp

DPeén tron

Quat

Cong to di¢n

Cong to nudc

Vi sen

Voi nuéc

Van nudc

Bon rara mat

Hé thong thoat
nuoc

Khoa ctra




Bién ban lap xong vao luc.......... gio........ phut ngay............. thang.......... nam 2023,
bién ban Iap lam 3 ban cé gié tri nhu nhau, sinh vién gitt 01 ban, phong Quan tri gitt 01 ban,
phong TCKT gitr 01 ban

PAI DIEN BEN GIAO PAI DIEN BEN NHAN



