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I. Muc dich, pham vi ap dung
a. Muc dich:

Gitip cho hoat dong cua nha truong thue hién dung trinh tu cac ndi
dung cong viéc.

b. Pham vi 4p dung:

Ban giam hiéu, phong Dao tao - Hanh chinh - Ké toan, cac phong,
khoa, trung tdm
II. Pinh nghia va tir viét tat
a. Dinh nghia:
Hoc phi 1 khoan thu bat budc ddi véi nguoi hoc theo khung quy dinh
clia co quan quan 1y nha nudc. Hiéu truong nha truong quyét dinh muc thu

trong khung néu trén.

b. Tu viét tat:

- QT.TQLHP : Quy trinh thu va quan 1y hoc phi;
- GVCN : Gido vién chu nhiém;
- HS : Hoc sinh

- P.DTHCKT : Phong Pao tao - Hanh chinh - Ké toan.
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QUY TRINH THU VA QUAN LY HQC PHI
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1. Chuin bi thu hoc phi

2. Tién hanh thu hoc phi
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B0 phan/

B0 phan/

STT Ten b‘l]ll.’gs cong No6i dung Nguoi Nguoi phdi Két qua dat dwge | Han hoan thanh E:g::
: thuc hién | hop thwe hién
1. | Lap ke hoach thu - Lap ké hoach thu hoc phi gobm: 16p, khoa, X
hoc phi HS ¢6 va khong c6 ngén sach, chi ti€u dugce C{“W?“ Ké hoach duogc L
giao, chi tiéu phan bo. vién dao duyat Pau nam hoc BMO1
- Hiéu truong phé duyét ké hoach; tao |
2. Thong béo ke ’ - Thong bao ke h(x)ac'li va lich thu hoc phi cho Chuyér} Cac phong,  [Truong khoa, GVCN,  Trude thoi gian
hoach thu hoc phi | GVCN, GVCN pho bién cho HS vién ké khoa, trung | HSSV nam duoc ke |  nghi he va tet_
toan tam hoach thu hoc phi [Nguyén dan 2 tuan.
3. | Lap danh sach va - Lap danh sach nop tién hoc phi theo ting Chuvén
gan mirc thu hoc 16p day du thong tin. 3 .Ay z Chuveén vié Danh sach thu h Hoan thanh va
phi - Ra so4t, dbi chiéu danh sach HS dugc midn | Vienke e ave | o o 30| BM02
giam hoc phi cho ca doi tugng trong ngan sach toan ao 1ao pht duoc duye auhoc Ky
va ngoai ngan sach
4. | Thuc hién thu hoc - Hoc sinh tryc tiép 1én Ké toan xut trinh Chuvén
phi thong tin, K¢ toan 1ap phicu thu, héa don va _AuykA, Cac Khoa, Truée thi HK 2
giao 1 lién cho HS vien ke trung tam, Thu dit hoc phi o BMO03
- K€ toan nhap file theo ddi tinh hinh dong toan GVCN uan
hoc phi cia HS
5. Bao cao tinh hinh Cudi hoc ky, Cudi nam hoc, ké toan thu hoc Chuyén
ndp hoc phi phi 1ap béo cdo tinh hinh ndp hoc phi cua HS vién ké Cac Khoa, Bao cao danh sach Z.
béo cdo BGH toan trung tam da thu, chua thu Cudi HK BMO4
6. Pon doc va thuc - Déo tao, cac khoa, trung tdm don 5160 GVCN Chuyén
hién thu hoc phi | nhédc nho HS cua 16p dong hoc phi day du. a0 ké Cac khoa, Thu dit hoc phi cta | Két thic trude thi
cua HS con no - Tong hop danh sach cac HS no hoc phi Vl?n © trung tam, cac hoe kP HK 2 tudn BMO05
hoc phi thong bao trong cudc hop giao ban thuong ky toan GVCN Ry

hang thang. Thong bao dén timg GVCN




Quyét dinh hinh | Dua ra cac quyét dinh xtt ly, nhic nho, ky luat Hicu Chuyén vién
thire xur ly truong dao tao
Diéu chinh bao céo Ké toan diéu chinh lai sau khi xtr 1y, tiép tuc . P.DTHCKT,
o x ea . Chuyén
sau xur Iy va giai | thu hoc phi HS vien ké Khoa, trung
quyét cac truong to4n tam
hop con ng GVCN
Luu Tri - Ké& hoach, danh sach dong hoc phi - Chuyén
- Chimg tir, héa don dugc luu trit lai vién ké
toan Hb so luu ddy di Sau khi hoan
- Chuyén thanh thu hoc phi
vién dao

tao




5.Cac cong cu/ biéu miu/ huwéng din

STT Tén cong cu/ biéu miu/ hwéng din Ma hoa
I | K& hoach thu hoc phi DO Eon
2 Danh sach HS dong hoc phi S%/I:II“CCII;I? 51134];)_2
3 | Héa don thu hoc phi DR BN
4 | Bao cho tinh hinh nép hoc phi giﬁgﬁf EI&TO;‘
5 Téng hop danh sach HS ng hoc phi L CRDINT

DTHCKT.BMO5




19/QT-TCNDTNT- DPTHCKT.BMO01

SO LAO PONG - TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE
DAN TQC NOI TRU KHANH VINH Poc lap - Tu do - Hanh phiic
S6:  /TB-TCNDTNT Khanh Vinh, ngay thang nam 20....
THONG BAO

Viéc phén bo s thu hoc phi cho cac khoa
Nam_hoc 20... - 20....
Can cu chi ti€u tuyén sinh nha nudc giao;

Can cu s0 lugng hoc sinh cac khoéa hién co6 cua Truong;

Nay phén b s6 tién thu hoc phi vé cac khoa theo s6 lwong hoc sinh hién c6
nam hoc 20... - 20... nhu sau:

MUC HQC PHI

LOP, p P e v v een .,
STT KHOA SO HS Trong chi tiéu }\Igoal chi tiéu Ghi chu
Capbu HSnop Capbu HS nop
1
2
3
4
5
TONG
(Pinh kem theo danh sach thu hoc phi)
Noi nhgn: HIEU TRUONG
-Nhu trén;

-Luu: VT,DTHCKT



19/QT-TCNDTNT- DPTHCKT.BM02

SO LAO PONG — TBXH KHANH HOA ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TRUNG CAP NGHE DAN TQC Poc 1ap — Tw do — Hanh phuc
NOI TRU KHANH VINH
DANH SACH THU HQC PHi

NAM HOQC 20... - 20...

(Kem theo Théng bdo sé: ..../..... ngdy ... thang... nam 20...)

. MUC HOC PHI .
A TEN | N22Y | Bia chi P ' PP Ghi
STT| HO VA TEN sinh Dia chi Trong chi tieu ,Ngoal chi tieu chi
Capbu | HSnop | Capbu | HS nop
I |LOP:..
1
2
11 _|LOP:...
1
2
TONG

Ghi chii: Thoi han dong hoc phi dén ngay .../..../20..

, ] . Khanh Vinh, ngay.... thang.... nam 20....
KE TOAN TRUONG HIEU TRUONG



19/QT-TCNDTNT- DTHCKT.BMO03

SO LAO PONG - TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE DAN TQC
NOI TRU KHANH VINH Pic 1ap - Tw do - Hanh phiic

Khanh Vinh, ngay  thang nam 20....

BAO CAO TINH HINH PONG HQC PHI CUA HQC SINH
HQC KY.... NAM HOQC 20... - 20....

A HP N¢ nam truéc HP phai thu niam nay | HP da thu ndm nay | HP chwa thu duwgc
TEN %
STT LOP SO HS - - - -
Cap bu HS ngp | Cap bu HS ngp Cap bu | HS ngp | Cap bu HS ngp
I.LHE TRUNG CAP
1. Trong chi tiéu
a. Khoa.....

2.Ngoai chi tiéu

II. HE THUONG XUYEN

TONG CONG

Nguoi 1ap biéu K& toan trudng Hiéu truwéng
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SO LAO DPONG - TBXH KHANH HOA
TRUONG TRUNG CAP NGHE DAN TQC
NQI TRU KHANH VINH

DANH SACH HQC SINH CHUA PONG HQC PHI

17/QT-TCNDTNT- DTHCKT.BM04

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phuc

Khanh Vinh, ngay

HOQC KY.... NAM HQC 20... - 20....

thang nam 20....

STT TEN LOP

HOQC VA TEN

PIA CHI

L.LHE TRUNG CAP

1. Trong chi tiéu

a. Khoa.....

2.Ngoai chi ticu

II. HE THUONG XUYEN

TONG CONG

Ngudi 1ap biéu

K¢ toan truomg

Hiéu truwéng
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Mausd: 02GTTT3/003

HOA PON BAN HANG Ky hidu: 42AG/18P
_ i Nody thino nim 20 _ SO
Don vi ban hang: TRUONG TRUNG CAP NGHE DAN TQC NOI TRU KHANH VINH
M 56 thué: 4200668345
Dia chi: S6 2, Hung Vwong, thi trin Khanh Vinh, Khanh Hoa
S6 tai Khoan:.............ccooevvveirenn. Tai NH/KB:......ooooooiiiiieeeee
Piénthoai:..............ooooiiiil Fax:.oooooiiiiiii Website:.........ooovviviiiiiiann..
Ngudi mua hang:...............
Téndon vi: .....ooovviiiiinn..
Piachi: ...
Masdthué: ....oooveeeiniin
Hinh thirc thanh toan: TM/CK
STT Tén hang héa, dich vu Pon vi tinh | S6 lugng Pon gia Thanh tién
1 2 3 4 5 6=4x5
1
2
Cong tién ban hang héa, dich vu:
SO tien VIt DANG Chilts ...
Nguwoi mua hang Nguwoi ban hang

(Cén kiém tra ddi chiéu khi lgp, giao, nhin héa don)
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