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QUY TRINH '
THU VA QUAN LY HOC PHI

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

Giup cho hoat dong cua nha truong thuc hién dung trinh tu cac ndi
dung cong viéc.

b. Pham vi dap dung:

Ban giam hiéu, phong K¢é hoach-Tai chinh, phong Pao tao — Quan
sinh, cac khoa.

2. Pinh nghia va tir viét tat
a. Dinh nghia:

Hoc phi 1a khoan thu bat buge ddi véi nguoi hoc theo khung quy dinh
ctia co quan quan ly nha nude. Hiéu truong nha trudong quyét dinh muire thu
trong khung néu trén.

b. Tir viét tat:

- QT.TQLHP : Quy trinh thu va quan ly hoc phi
-- GVCN : Giao vién chu nhiém

- HS : Hoc sinh

- P.BTQS : Phong Pao tao—Quan sinh

- P.KH-TC :Phong Ké hoach-Tai chinh.
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QUY TRINH THU VA QUAN LY HOC PHI
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1. Chuén bi thu hgc phi

2. Tién hanh thu hgc phi

3. Xuly n¢ hoe phi - Luu trir
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4. Dicta

" B§ phéin/ B{ phén/ Bié
sTr| Ten ":‘f: cing Ngi dung Ngwoi | Nguoiphdi | Két qui datduge | Han hoan thanh | %0
¢ thye hién | hop thyce hién
1. | Lapkéhoachthu | -Lap ké hoach thu hoc phi gdm: 16p, khoa,
hoc phi HS ¢6 va khong ¢6 ngén sach, chi tiéu dugc Ké hoach duoc y
giao, chi tiéu phan bd. P. DT-QS duyét Dau nam hoc 01
- Hiéu trudng phé duyét ké hoach;
2. Thong bao keé - Thong bdo ké hoach va lich thu hoc phi cho Truong khoa, GVCN, Trude thoi gian
hoach thu hoc phi- | GVCN, GVCN pho bien cho HS P.KH-TC | -Cackhoa |HSSV nim dugcké| nghihe vatét
hoach thu hoc phi  [Nguyén déan 2 tuan.
3. | Lap danh séach va -Lap danh sach ngp tién hoc phi theo tirng 16p
gan miuec thu hoe diy du thong tin. 2 - : . . .
phi - Ra sodt, doi chiéu danh sach HS dugc mién P. KH-TC P.DT-QS Dd?}'};a"h t;u h:p" Ho;gut:azi;(yao 02
giam hoc phi cho ca doi tugng trong ngan sach phl duge duye e Ky
va ngoai ngdn sach
4. | Thyc hién thu hoc | - Hoc sinh tryc tiép 1én P. KH-TC xuit trinh
phi thong tin, Ké todn lap phiéu thu, hoa don va . O
giao 1 lién cho HS P. KH-TC Cg‘vléhN"a’ Thu dd hoc phi ““‘“‘JELHK 2 | 03
-Keé toan nhdp file theo ddi tinh hinh dong hoc
phi cua HS
5. | Béo cao tinh hinh | Cudi hoc ky, Cudi ndm hoc, ké toan thu hoc ,
ndp hoc phi | phi Igp bio cdo tinh hinh ndp hoc phi cia HS | P.KH-TC | Cdckhoa | Pao cdo danh sich Cudi HK 04
béo cdo BGH iy CiRIA
6. | Pondocvathyc | -P.DT-QS, cic khoa don ddc GVCN nhic
hién thu hoc phi | nhd HS cua I6p dong hoc phi day du. Ciac khoa, . o Py ,
ctia HS con ng - Tong hgp danh sach cac HS ng hoc phi P.KH-TC | P.DT-QS, cac Thu du h?‘: phi cia | Két thic truge thi | s
hoc phi thdng bao trong cudc hop giao ban thudng ky GVCN hoc ky HK 2 tuan
hang thang. Thong béo dén timg GVCN
t*| > 25 &
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' Quyét dinh hinh

Dua ra cac quyét dinh xur ly, nhac nho, ky ludt

Hi¢u

thire xur ly trudng P. DT-QS
e o o s B{ phan/ Bé phén/ -
grr| Tém budecong Noi dung Nguoi Ngudi phéi | Két qua dat dwge | Han hoan thanh B‘g“
s _ thye hién | hgp thyc hién min
8. | Di¢u chinh bdo céo K¢ toan diéu chinh lai sau khi xur 1y, tiép tuc P. DT-QS
sau xur ly va giai | thu hoc phi HS . Khoa
quyét cac trudng Sl GVCN
hop con ny
9. Luu Trix L Ké hoach, danh sach dong hoc phi P KH-TC : . Sai kbt ioan
- Chimg tir, héa don dugc luu trix lai P.DT-QS HO so luu day da thanh thu hoc phi




5. Cong cu, biéu miu

STT Tén cong cu/ biéu mau/ huéng din Ma hoa
1 K¢ hoach thu hoc phi BM.P.KHTC.01.THP
2 Danh sach HS dong hoc phi BM.P.KHTC.02.THP
3 Hoa don thu hoc phi BM.P.KHTC.03.THP
4 Béo cdo tinh hinh ndp hoc phi BM.P.KHTC.04. THP
5 Tong hop danh sach HS ng hoc phi BM.P.KHTC.05.THP
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BM.P.KHTC.01.THP

SO LAO DPONG - TBXH KHANH HOA CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Péc lap - Ty do - Hanh phiic
S6:  /TB-TCNCL Cam Lam, ngay thang nam 20....
THONG BAO

Viéc phan bé s6 thu hoc phi cho cic khoa
~ Nam hge 20... - 20....
Can ctr chi tiéu tuyén sinh nha nudc giao;

Can cir s6 lugng hoc sinh cac khoa hién cé cua Truong;

Nay phan b s6 tién thu hoc phi vé cdac khoa theo so lugng hoc sinh hién co
nam hoc 20... - 20... nhu sau:

, MUC HQC PHI
LOP, : ——p i 1 ein C
STT KHOA SO HS "l‘rong chi tiéu Plgoal chi tiéu Ghi chua
Cap bu | HSngp | Cap bu | HS ngp
1
2
3
4
5
TONG
(Dinh kem theo danh sach thu hoc phi)
Noi nhin: HIEU TRUONG
-Nhur trén;

-Luu: VT,P.KH-TC



BM.P.KHTC.02.THP

SO LAO PONG — TBXH KHANH HOA ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Péc lip — Tu do — Hanh phic

DANH SACH THU HQC PHIi
NAM HOQC 20... - 20...

(Kém theo Théng bdo sé: ..../..... ngay .... thang... nam 20...)
il MU'C HQC PHI i
STT| HQ VA TEN Si‘f:‘h-" Piachi | Trong chi tiéu Ngoai chi tiéu L u'
Cép bu | HS np | Cip bu | HS ndp
1 | LOP: ...
1
2
11 | LOP:
[
2
TONG \
Ghi chii: Thoi han dong hoc phi dén ngay .../..../20.. .\'
’;‘?:
‘ ' ) Cam Lam, ngay.... thang.... tam 20.... 7
KE TOAN TRUONG

HIEU TRUONG



BM.P.KHTC.03.THP

SO LAO PONG - TBXH KHANH HOA CONG HOA XA HQOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Pjc lip - Tw do - Hanh phiic
Cam Lam, ngay  thang nam 20....

BAO CAO TINH HiINH PONG HQC PHi CUA HQC SINH
HOQC KY.... NAM HOC 20... - 20....

TEN HP N¢ nam truéce HP phai thu nam nay | HP da thu nim nay HP chwa thu dugc

STT LGP SO HS

Cip bu HS njp | Cip bu HS njp Cipbu | HSngp | Capbu | HS nop

LHE TRUNG CAP

1. Trong chi tiéu

2.Ngoai chi tiéu

| l l | l I | | | l

11. HE THUONG XUYEN

| l l L | | | | L |

TONG CONG

Nguoi lip biéu Ké toan truing Hiéu truong




BM.P.KHTC.04.THP

SO LAO PONG - TBXH KHANHHOA ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Pic lap - T do - Hanh phiic

Cam Lam, ngay thang nam 20 ...

DANH SACH HQC SINH CHUA PONG HOQC PHI
HQC KY.... NAM HOQC 20... - 20....

STT TEN LOP HOC VA TEN PIA CHI

LLHE TRUNG CAP

1. Trong chi tiéu

a. Khoa.....

2.Ngoai chi tiéu

| il |

II. HE THUONG XUYEN

| | |

TONG CONG

Nguoi lap biéu Ké toan truing Hiéu truong




Mau so:

HOA DON BAN HANG

Ky hiéu:

Ngdy ... thng ...... nam 20.... So:

02GTTT3/004

Pon vi ban hang: TRUONG TRUNG CAP NGHE CAM LAM
M s6 thué: 4201206248
Dia chi: Bai Giéng 2, Cam Hai Tiy, Cam Lim, Khinh Hoa

Téndonvi: .........
Ma s6 thué: .........
2 | e

Hinh thue thanh toan: ..................

STT

Thanh tién

!

Tén hang héa, dich vu Pon vi tinh | Sé lugng Pon gid
2 3 4 5

6=4x)5

Céng tién hang héa, dich vu:

SO e VISt DANE COIT ...t eeeee et e e

Ngudi mua hiang Nguoi ban hang

(Cin kiém tra doi chiéu khi ldp, giao, nhin héa dom)
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