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a.

QUY TRiNH ,
THU VA QUAN LY HOC PHI

Muc dich, pham vi ap dung
Muc dich:

Giup cho hoat dong cua nha truong thuc hién dung trinh tu cac noi

dung cong vigc.

b.

Pham vi ap dung:

Ban giam hiéu, phong Ké hoach-Tai chinh, phong Dao tao — Quan

sinh, cac khoa.

2. Pinh nghia va tir viét tat

a.

Dinh nghia:

Hoc phi la khoan thu bat budc doi v6i nguoi hoc theo khung quy dinh

cua co quan quan ly nha nude. Hi¢u truong nha truong quyét dinh muc thu

trong khung néu trén.

b. Tur viét tat:

QT.TQLHP : Quy trinh thu va quan ly hoc phi
GVCN - Gi1ao vién chu nhiém

HS - Hoc sinh

P.DT-HC-KT: Phong Pao tao-Hanh chinh-Ké toan
Khoa GDNN: Khoa Giao duc nghé nghiép

TT GDTX: Trung tam Giao duc thuong xuyén

. Luwu do



-

QUY TRINH THU VA QUAN LY HQC PHI
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1. Chuén bi thu hgc phi

2. Tién hanh thu hoc phi

3. Xirly n¢ hoc phi - Luu triv

thuc hién thu hoc
phi cua HS

S 4.GVCN
X théng béo cho
<
5 HS ndp hoc
Lf . I.Lap ké hoach 10. Xur ly HS ng
= M thu hoc phi hoc phi
fern)
o0 g X 9. Chi dao va
= 2.Phe bA' el,n quyét dinh hinh
= duyét 400 —| thie xur Iy cac HS
| < no hoc phi
T
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| | V} S. Thuc 7. Lap bao cao ‘, % , 12.Luu
3. Nhap danh sach > hién thu tinh hinh nop BT B bes h t
; va gan muc thu hoc phi hoc phi C'é(‘) S Vﬁ’ ic;;ngo:’
) hoc phi tiép tuc gidi quyet ’
; cac truong hop con danh
= no hoc phi sach thu
; 6. bon doc va




QUY TRINH THU VA QUAN LY HOC PHI
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1. Chuin bi thu hoc phi

2. Tién hanh thu hoc phi

3. Xuly n¢g hge phi- Luu triv

thuc hién thu hoc
phi cua HS

< 4. GVCN
X thong bao cho
‘5 HS ndp hoc
= I.Lap ké hoach 10. X ly HS ng
= ; thu hoc phi hoc phi
[
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- va gan mac thu hoc phi hoc phi c’ﬁo sau xu ly Vﬁ’ Ch’ung tur,
x hoc phi tiep tuc giai quyét hoa don,
= cac truong hep con danh
= no hoc phi séch thu
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Tén budc cong
viéc

N¢i dung

Bo phan/
Nguoi
thuc hién

Bo phan/

Nguoi phi

hop thuce
hién

Két qua dat
dugc

Han hoan
thanh

Biéu mau

1. |Lap ké hoach thu - Lap ké hoach thu hoc phi gém: 16p, Bd phan
hoc phi khoa, HS ¢ va khong ¢d ngan sach, chi dao tao A - i
PR tidu duoc giao, chi tié;u phéi bd. (thude R hg?lz]lé‘duoc DBau nam hoc BM.KT.02.01 |
- Hiéu truong phé duyét ké hoach; phong DT- ' ‘
' y HC-KT) |
2. Thong béo ké - Thong bdo ké hoach va lich thu hoc phi | Bg phan ké Truong khoa, | Trude thoi gian !
hoach thu hoc phi | cho GVCN, GVCN pho bién cho HS toan (thuoe | Khoa GDNN. |GVCN, HSSV ndm| nghi he va (et ,
phong DT- TTGDTX | dugce ké hoach thu | Nguyén déan 2
HC-KT) hoc phi tudn,
3. | Lap danh sach -Lap danh sach ndp tién hoc phi theo ,
va gan muc thu | tung 16p day du thong tin. Bophanké | B phan dao Danh sach thu o :
hoc phi - Ra sodt. dbi chiéu danh sach HS dugc toﬁ” 0"3%’? | e (t_huof hoc phi duoc Hoa;n thanhr\\fao BM.KT.02.02
mién giam hoc phi cho ca dbi tuong trong plf(,‘ngKT P mngK{%I- 1 duyét dan ngie: o
ngan sach va ngoai ngan sach -k
4. Thuc hién thu - Hoc sinh truc tiép 1én P. KH-TC Xuat o
hoc phi trinh thong tin, Ké toan 1ap phiéu thu, hoa | Bophanke | 0 GDNN. L 5
don va giao 1 lién cho HS toan (hude | 17 GDTX, | Thudahoephi | ¢ BHE2 T By KT 02.03
-K¢é toan nhap file theo doi tinh hinh p}LOCn_gKT) i GVCN i
doéng hoc phi cua HS
5. ‘Béo f:éo tinh , Cuf’)ilhc_A)c k)"/, Cg(‘)i }1ém ]\10(:. ke toan thl.’l Bo phan ke ‘ T I—
hinh ndp hoc phi | hoc phi 1ap bao céo tinh hinh ndp hoc phi toan (thuge | Khoa GDNN, sheh a8 thi. el Cudi HK BMKT.02.04

cua HS bao cao BGH

phong BT-
HC-KT)

TT GDTX

thu




5. Cong cu, biéu mau

STT Tén cong cu/ biéu mau/ huéng dan Ma hoa
1 Ké hoach thu hoc phi BM.KT.02.01
2 Danh sach HS dong hoc phi BM.KT.02.02
3 Hoa don thu hoc phi BM.KT.02.03
4 Bao cao tinh hinh ndp hoc phi BM.KT.02.04
5 Téng hop danh sach HS ng hoc phi BM.KT.02.05




BM.KT.02.01

SO LAO DONG - TBXH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Poc 1ap - Tu do - Hanh phuc
Sé:  /TB-TCNCL Cam Lam, ngay thang nam 20....

 THONG BAO
Viéc phan bo so thu hoc phi cho cac khoa
Niam hoc 20... - 20....
Can cu chi tidu tuyén sinh nha nude giao;
Can cu so luong hoc sinh cac khoa hién co cua Truong;

- Nay phan bo so tien thu hoc phi vé cac khoa theo so lugng hoc sinh hién co
nam hoc 20... - 20... nhu sau:

& MUC HQC PHI
LOP, - n T o
STT KHOA SO HS ”Frong chi tieu }Vgoal chi tieu Ghi chu
Cap bu | HSndp | Cap bu | HS ndp
1
2
3
4
5
TONG
(Dinh kem theo danh sach thu hoc phi)
Noi nhdn: HIEU TRUGNG
-Nhu trén;

-Luu: VT, DPTHCKT.



BM.KT.02.02

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

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

(Kem theo Thong bdo s6: ..../..... ngay ... thang... nam 20...)

‘ MUC HQC PHI ,
STT| HQ VA TEN I:ﬁlahy Dia chi | Trong chi tiéu Ngoai chi tiéu Shh.'.l
Cap bu | HS ngp | Cap bu HS nop
I [LOP:... - <
1
2
I | LOP: ...
1
2
TONG

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

' , ) Cam Lam, ngay.... thang.... tam 20....
KE TOAN TRUONG HIEU TRUONG



SO LAO BONG - TBXH KHANH HOA

TRUONG TRUNG CAP NGHE CAM LAM

DPoc 1ap - Tu do - Hanh phac

Cam Lam, ngay thang nam 20....

BAO CAO TINH HINH PONG HOC PHi CUA HQC SINH

HOC KY.... NAM HOQC 20... - 20....

CONG HOA XA HQI CHU NGHIA VIET NAM

BM.KT.02.04

TEN

LOP SO HS

STT

HP N¢ nim truéc

HP phai thu nam nay

HP da thu nam nay

HP chwa thu dugc

Cép bu HS njp

Cap bu HS ndp

Cép bu

HS nop

Capbu | HSndp

ILHE TRUNG CAP

1. Trong chi tiéu

a. Khoa.....

2.Ngoai chi tieu

l |

|

Il. HE THUONG XUYEN
]

|

r
|
|
|
|
I
|

|

TONG CONG

Nguwoi lap biéu

Ké toian truong

Hiéu truong




BM.KT.02.05

SO LAO PONG - TBXH KHANH HOA  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TRUNG CAP NGHE CAM LAM Péc 1ap - Tu do - Hanh phiic

Cam Ldam, ngay thang ndam 20....

DANH SACH HOC SINH CHUA PONG HOC PHi
HOC KY.... NAM HOC 20... - 20....

STT | - TEN LOP HOC VA TEN - PIA CHI

LLHE TRUNG CAP

1. Trong chi tiéu

a. Khoa.....

2.Ngoai chi tiéu

| | |

II. HE THUONG XUYEN

| | | | |

TONG CONG

Neuwoi lap biéu Ké toan truong Hiéu truong




BM.KT.02.03

HOA PON BAN HANG

Ngay ..... thang ...... nam 20....

Mausd: 02GTTT3/004

Ky hiéu:

So:

Pon vi ban hang: TRUONG TRUNG CAP NGHE CAM LAM

Mai s6 thué: 4201206248

Dia chi: Bai Giéng 2, Cam Hai Tay, Cam Lam, Khanh Hoa

Ngudi mua hang

Tén don vi: ......

M2 s6 thué: oo

Diachi: ..........

Hinh thuc thanh toan: ..................

STT

Tén hang hoa, dich vu

Pon vi tinh

So lugng

Pon gia

Thanh tién

/

b

3

4

6=4x5

Cong tién hang h

6a, dich vu:

S5 tien viet DANE CAE: ... oo oot i 005 smwoies 50 yans goms swve s swan cwwe swvs g ey g

Nguoi mua hang

Nguodi ban hang

(Cin kiém tra déi chiéu khi ldp, giao, nhin héa don)




