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1. Nhitng nguwoi co lién quan phai nghién ciru va thuc hién dung cdc néi dung cia quy
trinh nay.

2. Noi dung trong quy trinh nay co hiéu luc thi hanh nhu su chi dao cua Hiéu truong.

3. Méi don vi dwoc cung cdp 01 ban file dién tir. Cdc dom vi khi ¢é nhu cau can bé sung
thém tai liéu, dé nghi lién hé voi Ban bao dam chat lugng dé ra sodt va cdp nhdt theo thuc
tién. Cdn bg, gidng vién va nguoi lao dong dwoe cung cdp file mém trén mang néi bo dé chia

sé thong tin khi can

Ngay stra Noi dung Phé ——
TT aai thay abi Trang | Muc duyét Ngay hiéu luc
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i Muc dich

Quy trinh duoc thiét lap nhim chuén hoa timg budc cong viée trong cong tac tiép
nhén sinh vién vao & ndi tra tai cac khu Ky ttc x4 cua Truong.

2 Pham vi ap dung, trach nhiém

2.1 . Pham vi 4p dung

- Quy trinh nay duoc ap dung dbi véi sinh vién ¢ nhu ciu & noi tra tai cée co s&
Ky tiuc x4 cua Truong.

- Phong Cong tac sinh vién va cac don vi, cd nhén c6 lién quan.

2.2 Trach nhiém

- Phong Céng téc sinh vién: Thong béo, tiép nhan, duyét hé so, bb tri phong & v,
1ap danh sach sinh vién dugc bd tri vao & ndi trit Ky tuc x4.

- Phong Tai chinh — Ké todn: Cin clt hd so da duyét ctia Phong Cong téc sinh vién
thu tién & KTX, xuét bién lai hodc hda don cho sinh vién.

- Phong Quan ly tai san: Stra chita cac hu hong theo dé xuét cia Phong Cong tac
sinh vién yéu cau.

- Ban Gidm hiéu: Duyét thong béo va phuong én b tri chd & dé thong bao cho
sinh vién.

£ A Tai liéu tham khao

- Théng tu s6 27/2011/TT-BGDDT ngay 27 thdng 6 nam 2011 cta B trudng BO
Giéo duc va Pao tao ban hanh Quy ché cong tac hoc sinh, sinh vién noi trd tai cac co s&
gido duc thude hé thdng gido duc qubc dan;

- Théng tu s6 10/2016/TT-BGDDT ngay 05 thing 4 nim 2016 ctia BO truong Bo
Gido duc va Do tao ban hanh Quy ché cong tic sinh vién dbi v&i chuong trinh dao tao
dai hoc hé chinh quy;

- Quyét dinh s& 1724/QD-DPHTCM ngay 05 théang 7 ndm 2022 cla Hiéu truong
Truong Pai hoe Tai chinh — Marketing vé viéc ban hanh Quy ché cong tac sinh vién noi
tra Truong Dai hoc Tai chinh — Marketing;

- Quyét dinh s6 1725/QD-DHTCM ngay 05 théng 7 nim 2022 cta Higu trudng
Truong Dai hoc Tai chinh — Marketing vé viée ban hanh Noi quy Ky tic x4 va khung
xt Iy vi pham Noi quy Ky tie x4 Truong DPai hoc Tai chinh — Marketing.

4. Khai niém va chir viét tit

4.1. Khai niém

Ky tic x4 1a mot loai hinh co s& luu tri duge thiét ké dé cung cap chd & cho sinh
vién, hoc sinh hodc c6ng nhan, thudng la trong cac khudn vién trudong hoc hodc gan noi
lam viée. Ky tic x4 thuong bao gdm céc phong ngt, phong sinh hoat chung, va céc tién
ich nhur nha bép, phong tém, va cac khu vue hoc tap. Day 1a noi khong chi cung cp chd
& ma con tao mdi truong séng va hoc tap cho ngudi 6.

4.2. Chir viét tit

P.CTSV: Phong Cong tac Sinh vién

DHTCM.: Pai hoc Tai chinh — Marketing
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KTX: Ky tic x4
P.TCKT: Tai chinh Ké toan
HK: Hoc ky

SV: Sinh vién

5. No¢i dung

5.1 Luu dd quy trinh
Xem luu db & trang tiép theo
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Don vi thuc

Bude his Luu dd thue hién Biéu mAu/Hb so
ién
1 P.CTSV Lap, trinh duyét BM/P.CTSV/27/01
: : ké hoach
\4
. [ Thong bio ding ky BM/P.CTSV/27/01
P.CTSV ik ndi tri
&
Nhén vién ( M R
o | Nhanhdsongitg | 0" (T \BM/P.CTSVA27/02
3. Quaén ly ho so L ) 5| Hoan tra
ndi tra
| Dugc
Nhén vién Kha
s <t it BM/P.CTSV/27/02
4. Quan ly ho so X —>| Hoantra J
A1 tr ho so
ndi tra
Puoc
( . W BM/P.CTSV/27/02
Fs P.CTSV ! Phé duyét
\ )
|
AL BM/P.CTSV/27/01
Nhén vién
\ 3 Koo ok BM/P.CTSV/27/02
6. Quan ly hé so Tiép nhén sinh

ndi tri

vién ndi tri

BM/P.CTSV/27/03
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5.2 Mo ta chi tiét quy trinh

Don vi

) » L Thoi Két =
Budc Noi dung chiu trach . i Biéu mau
. gian qua
nhiém
Cin ctr K& hoach tuyén sinh
ctia Truong va diéu kién co Théng 8
s& vat chat, s6 luong chd & hing Théng
1. . L | P.CTSV , BM/P.CTSV/27/01
thuc t€ tai cac khu Ky tuc xa ndm va bao
dé lap, trinh duyét ké hoach cudi HK
tiép nhan sinh vién néi tru.
Thoéng bao cho sinh vién ¢o X
3 g i Khi
nhu cau dang ky chd & noi )
. L Théng
tra KTX, néu rd cac thong ) )
: s e iR ek béo Thong
2. | tin: C4c dia diém ndi tra; S6 | P.CTSV ] BM/P.CTSV/27/01
B o e dugc bao
lugng chd &; DAl tugng wu h
an
tién; Thoi gian; Tha tuc, quy .
i N hanh
trinh ti€p nhan.
- Tiép nhan ho so xin & ndi
tra trong thoi han dugce
thong bao chinh thirc tai
KTX céc co sa. Khi tiép
A Y . Thuc
nhén, nhan vién ti€p nhan .
s o Al AR hi¢n
phai xem xét tinh day du va g
s heo
chinh xac ctia cac loai ho so; C dm .. '
\ . A Nhén vién | thoi Don
- Trudong hop ho so khong P ) .
B " o ) Quan ly hé | gian néu | dang | BM/P.CTSV/27/02
dat yéu cau (thicu, khong o .
< . so ndi trd | trong ky
theo mau quy dinh, ...vv),
A ia if " e trong
nhan vién tiép nhan hoan tra h8
hon
ngay cho sinh vién sau khi b .
x o : ao
huéng dan bo sung va chi
tiép nhan sau khi sinh vién
hoan tt cac hd so dung quy
dinh.
- Xem xét hd so xin ndi tra .. | Ngay
. . Nhén vién 0 Don
theo thir tw wu tién dugc . + | x€étho
4. ; i . | Quan ly ho ) ding | BM/P.CTSV/27/02
quy dinh tai Di€u 4, Quy ché 7| soghi ]
T A ar s so ndi tra ky
Coéng tdc sinh vién ndi tra. trong
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- Hob so duge tiép nhén s& thong
dugc 1ap danh sach (néu rd bao
muc uu tién) va trinh Trudng
phong phé duyét. Hb so
khoéng dugce xét cho ¢ ndi tru
s& duoc hoan tra cho SV.
Xem xét; dé nghi nhan vién
tiép nhén hd so giai trinh cac Pon
treong hop chua 0 rang, P.CTSV ding | BM/P.CTSV/27/02
khong thich hgp trude khi ky
phé duyét
Danh séch sinh vién du diéu .| Saukhi | Danh | BM/P.CTSV/27/03
. . N . | Nhén vién ) .
kién & ndi tri dugce cong bod 4| hoso sach
) . _ | Quan ly ho .
trén website cua P.CTSV va dugc | SV noi
SO
cac bang tin noi bd. duyét tra
6. Biéu miu
s o Kaak. % . Thoi gian
TT Noi dung Mai s0 biéu mau Noi lru N
L Thongbdodangkychd & | pyyp crsvpziol | P.CTSV 5 nam
ndi tru KTX
2. | Donding l‘(y cho ¢ ndi tri BM/ P.CTSV/27/02 P.CTSV &
tai KTX
3. | Danh sach sinh vién du diéu | BM/P.CTSV/27/03 P.CTSV 5 nAm

kién & ndi tri

T, me sie =
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BM/P.CTSV/27/01

TRUONG DAI HOC CONG HOA XA HQI CHU NGHIA VIET NAM

TAI CHINH - MARKETING _ Pic 1dp — Tw do - Hanh phuc
PHONG CONG TAC SINH VIEN

TP. H6 Chi Minh, ngay  théng .... ndm 20...

THONG BAO
V/v tiép nhan ding ky chd & ndi tri tai Ky t0c Xa, €O SO vouvvveeeeereeeonesonnn,
hoc ky ...... , nam 202... cho sinh vién khoa ....
Phong Cong tac sinh vién thong bdo dén sinh vién Khéa ......... hé chinh
quy tap trung dang theo hoc tai Truong vé viée ding ky chd & noi tra tai Ky tac
XQ(ETK); 0 B ;i vt oo commnnn swmman was ,hocky ........nam 20...., nhu sau;

1. Doi twong

Sinh vién Khoa ..... dang theo hoc hocky ...... nam 20..... tai Truong.
2. Thoi gian, dia diém, thi tuc ding ky

— Théi gian: Tirngay /  /20...... dénhétngay / /20......

— Thi tuc:

+ Don dang ky: SV tai tai Website Phong Cong tac sinh vién ;

+ Bién lai nop tién hoc phi Hoc ky...... nam 20.....: 01 ban sao.

+ Gidy tor ching minh déi twong wu tién theo quy dinh: 01 ban sao.
3. Mirc thu:

Lé phi KTX hoc ky ....... nam 20.....: d/thang x ...... thang =
....................... il T RS |

Sau khi dugc xét tiép nhan vao ¢ ndi tra KTX, sinh vién nép 1¢ phi KTX
theo hudng dan ctia Phong Tai chinh — Ké toan.

Moi thic mic xin 1ién hé dién thoai: ..eeevveeesns
Noi nhin: KT. HIEU TRUONG
- Website Truong; PHO HIEU TRUONG

- Ban tu quan KTX;
- Luu: VT, CTSV.
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BM/P.CTSV/27/02

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

PON PANG KY CHO O NOI TRU KTX

Kinh givi: - Truong Dai hoc Tai chinh — Marketing;
- Phong Cong tac sinh vién.

Pang ky loai giudng: ..o

T6i lam don ndy dé nghi Phong Céng téc sinh vién cho tbi duoe & néi tra tai
BTX G0 S0 cuos ia5 iiiin smene nommmame cooms svse ,hocky ............. -nam 20......

T6i cam ket thyc hién ding Noi quy Ky tic x4 va déng ddy da 16 phi KTX
theo quy dinh cua Nha truong.

Xin chan thanh cam on!

] A Ip.HCM, ngay. . . . thang ndm 20....
PHONG CONG TAC SINH VIEN Nguwoi xin 6 ndi tri
(Ky va ghi o ho tén)

................................................................................
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BM/ P.CTSV/27/03

TAT CHINH - MARKETING "~ Diclip-Tudo - Haah phic
PHO\GM VIEX TP. Hj Chi Minh, ngav  thave...... g 20.....

DANH SACH SINH VIEN BUDIEUKIEN ONOITRUKTY
HOCKY ... NAM20....

| Hovithn Din te|Ton gido| CMIND fig khau theéng tri BTDD)| B teong wu tién | MSSV | Lép |Ghi chi

Nt
NCUOTLAP TRUONG PHONG

Danh sach ndy co: ........ sinh vi Trong dc - Nam:







