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Chuyén vién Phong Truwdéng phong
Dao tao — Hanh chinh | Dao tao — Hanh chinh - Hiéu trudéng
— Keé toan Ke toan




1. Muc dich, pham vi ap dung:

a. Muc dich:

Quy dinh viéc dao tao, bdi dudng can bo quan ly, vién chire va nguoi lao dong
nham dam bao nhan sy c¢6 di ning lyc theo yéu cau tiéu chuan chirc danh, chuyén mén
nghiép vu va cac kién thitc co ban khac dé hoan thanh tét cac yéu cau, nhiém vu duoc
giao.

b. Pham vi ap dung:

Doi ngil can bd quan 1y, vién chirc va ngudi lao dong cua Trudng Trung cap nghé
Dan tdc no1 trd Khanh Vinh.

2. Pinh nghia va tir viét tit:

a. Dinh nghia

- Pao tao: 13 qua trinh truyén thu, tiép nhan c6 hé théng nhiing tri thirc, k§ ning
theo quy dinh cua tung cép hoc, bac hoc.

- Bdi dudng: 1a hoat dong trang bi, cap nhat, nang cao kién thirc, k§ ning lam
viéc.

- Pao tao, bdi dudng can bd quan 1y, vién chirc va nguoi lao dong: 1 qué trinh to
chtrc hoc tap cho d6i ngli CBCCVC nham trang bi, cip nhat, nang cao kién thuc, k¥
nang, thai do lam viéc dé thuc hién t6t hon nhiém vu duoc giao.

b. Tir viét tit

-P. PT-HC-KT: Dao tao — Hanh chinh — K& toan;

- CBQL: Can b quan 1y;
- VC: Vién chuc;
- NLD: Nguoi lao dong.

3. Lwu d6: (Xem trang 3)



QUY TRINH PAO TAO, BOI DUOGNG CAN BO QUAN LY, VIEN CHUC VA NGUOI LAO PONG
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Cac don vi
truc thuoc

VC, NLD




4. Dac ta:

A 1A B¢ phan/
Tén budc B9 phan/ Nguoi £ X x
TT A oA Noi dung Nguoi 2 Ket qua dat dwgee | Han hoan thanh Biéu mau
cong viéc i phoi hop
thuc hién A
: * thue hi¢n
Xac dinh nhu cau va thong , \
1 | Thong bao bao ding ky dao tao, boi P. DT- Thong bao Thing 8 hang
~ X% HC-KT nam
dudng dau nam hoc
Phé duyét thong | LSu twong phe duyet|  pn. Thang 8 han
2 . ye & thong bao dang ky dao tao, N Thong bao g &
béao N trudng nam
boi dudng
- Cac don vi can cu Véq
chtrc nang, nhiém vu thyc té
cua don vi, vi tri cong viéc
dang qam nhap c‘ho YC’ - Ké hoach ding ky
.2 A NLD cua don vi minh dang \ ORI
Trién khai thong K0 161 dune dio tao. b Cac don vi dao tao, boi dudng
3 bdo cho cac don dzlré’n' tron i sm hoc. ’ VC, NLb true thude cap don vi. Trude ngay 30/8 37/QT-TCNDTNT.BMO1
vi; VC, NLD ¢6 as rong namhoe. - cacdon vi | Tee U9 Ké hoach dang ky hang nam 37/QT-TCNDTNT.BMO02
X < , | - Tong hop dang ky, xay Truong A ¢
ke hoach dang ky d ; b L 1 te hoc tdp, boi
ung ké hoach dang ky dao dudne cAn don vi
tao, boi dudng theo mau so g cap -
01; ké‘ hoach dang ky tr hQ(;
tap, boi dudng theo mau so
02
PPDT-HC-KT tong hop - K& hoach dang ky
dang k}'{ cua céc don vi; Xay dao tao, boi dudng
4 | Téne h dung k& hoach dang ky dao | P.DT- cua Truong. Théang 9 hang
£ 0P tao, boi dudng va dang ky | HC-KT - Ké hoach dang ky nam
ty hoc tap, boi dudng ca te hoc tdp, boOI
Trudng dudng cua Truong
) - Ké hoach dang ky
5 | Phe duyét Hi¢u truong phé duyét ké H1§u d?O ta(?, boi dudng Thangv9 hang
hoach truong ca Truong. nam
- Ké hoach dang ky




tu hoc tap, boi
dudng ca Truong

Khi c6 ké hoach mo 16p cua
co quan c6 tham quyén guri
vé phi hop véi nhu cdu cia
nha truong hodc khi c6 don

- Khi c6 cong xin di hoc theo nguyép vong _ Pon xin di hoc )
van/Donxindi | VC, NLD theo mauso 03 d€ | p pp | \pp | Quydt dinh cir| 00 Kehoach 1 5g00 TeNDTNT.BMO3
6 | hoc cua ca nhan nang cao trinh d§ phuc vu , ) i hodc don xin di
2 . N o ek e A HC-KT | Cacdonvi | VC, NLD di hoc
- Trlen khai theo | cho cong viée hién tai trén . bdi dudn hoc
ké hoach co s& ké hoach di dang ky 4P, &
dau nam. P. ) DPT-HC-KT
soan thao Quyét dinh ctr di
hoc trinh Hiéu truong phe
duyét.
Hi¢u truong phé duyét don - Bon xin di hoc X
S xin di hoc cua VC, NLD; |  Hiéu - Quyét dinh cir hTO};e: dﬁfﬁfﬁ; 37/QT-TCNDTNT.BMO03
ye Quy¢ét dinh cu VC, NLD di trudng VC, NLDb di hoc : h
A A ~ A A ~ oC
hoc tdp, boi dudng tap, boi dudng ¥
Thye hién hoc | V.o NED tham gia hoc @p | i \p Béo c4o tién do hoc ,
8 A1 Ae 1on cac 16p duoc cur di hoc tap, Y R Theo khoa hoc
tap, boi dudng Ne g n duoc cu di tap
boi dudng
Béo cao két qui VC, NLD dugc cu di dao
90 |dio tao, boi | A0 b0 dudng lam bdo cdo | VC, NLD Béo cao két qua | Két thiic khéa hoc
~ két qua dat dugc sau khoéa | dugc cu di
dudng
hoc
Tong hop bao cdo | )
két qua dao tao, Tf)ng hop két qua dao tao,
1o | 0O dubng, xdyboi dubng VC, NLD trong Béo cdo tong hop | Két thic nim hoc
dung phuong | ndm bédo cao Hi¢u trudng va
huéng cho ndm | S¢ Lao dong — TB&XH
hoc sau
P. DT-HC-KT luu rir toan P. DT. ‘ )
11 | Quan ly, luu trx bd ho so dao tao, boi dudng HC—KT HO so luu trir Két thuc nam hoc

cua toan Truong







5. Cac cong cu/ biéu miu/ hwéng din:

Stt Tén cong cu/ biéu miu/ huéng din Ma héa
1 | Ké hoach dang ky dao tao, boi dudng cép don vi 37/QT-TCNDTNT.BMO1
2 | Ké hoach dang ky tu dao tao, boi dudng cap don vi 37/QT-TCNDTNT.BM02
3 | Pon xin di hoc 37/QT-TCNDTNT.BMO03




37/QT-TCNDTNT.BMO1

TRUONG TRUNG CAP NGHE DAN TOC NOI TRU KHANH VINH

KE HOACH PANG KY PAO TAO, BOI DUONG NAM HOQC ..........
4 X Dlr kié’n
o~ | NOidung | Dukién | Du kién L .
Stt | Ho va tén Nghe;/ Bo dao tao, Don vi thoi gian kinh pl}l
mon Ae oy~ \ \ (dwoc cap
boi duwong | dao tao dao tao .
hay tu tuc)

Van Ninh, ngay  thang nam 20.......
TRUONG DON VI
(Ky tén, ghi ro ho va tén)




37/QT-TCNDTNT.BMO02

TRUONG TRUNG CAP NGHE DAN TOC NOI TRU KHANH VINH

KE HOACH PANG KY TU HQC TAP, BOI DUONG

NAM HOQC ...

Stt

Ho va tén

Chue vu

Nghé/ Bd mon

Noi dung tu hoc tap,

bdi dwdng Ghi chu

Van Ninh, ngay  thang nam 20.......

TRUONG DON VI
(Ky tén, ghi ro ho va tén)




37/QT-TCNDTNT.BMO03

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

PON XIN BI HQC

Kinh gri:

- Lanh dao Truong Trung cip nghé Dan toc ndi trd Khanh vinh;

- Truong phong Pao tao — Hanh chinh — K& toan;

- Trudng phong/ khoa/ Trung tdm..............ccooiiiiiiiiinn..n..
TOTtEN: L o ,sinhngay: .....................
Trinh @0 chuy@n moOn:...... ..o e
Chuc danh/ ChlrC VU ..o e,
PO VI CONE tAC: .. et e
Can ctr Gidy bao nhap hoc/ trang tuyén sb:.............. ngay ..../...../....cua.........
Can ctr Quyét dinh cir di hoc s0......... ngay ...../ ... ....cla. ...,

Can cu vao lich hoc dinh kém.
Nay t6i 1am don kinh mong Lanh dao Trudng xem xét va tao diéu kién cho toi

duoc tham gia hoc tap theo nhu nguyén vong cua ban than. Thong tin khai quat vé
chuong trinh hoc nhu sau:

m N OT RO, e
= ThOT ZIan: Lo e
-Hinhthtc: ... (tap trung hay khong tap trung)
- BaAC QA0 10 .
- INEAN MOC: .o
-Kinhphihoctap: ...cooooiiiii (Ngadn sach Nha nuoc hay tu tuc)

Trong thot gian hoc tap, to1 s€ sap xép dam bao thuc hién tot cdc nhiém vu duoc

giao. Kinh mong Lanh dao nha trudng quan tim, tao diéu kién.

To1 xin chan thanh cam on./.

Khanh Vinh, ngay ..... thang .... nam 20.....
P. Pao tao—Hanh chinh—K¢ toan Y kién ciia Nguwoi lam don
(Xac nhan) Trwéng don vi (Ky va ghi ro ho tén)

(Néu y kién cu thé,
ky va ghi ro ho tén)

Lanh dao Truwong
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