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QUY TRINH
THU VA QUAN LY HQC PHi

1. MBc dich, ph?m vi rlp dUng

a. Muc dich:

Giup cho ho4t dQng cua nhii trucrng thuc hi0n dung trinh tu cac nQi

dung cdng vi€c.

b. Pham vi rip dung:

Ban giSm hiQu, phong KC hoach-Tai chinh, phong Diro tao - Quin
sinh, c6c khoa.

2. Dinh nghia vi tir vitit tit
a. Dinh nghia:

Hoc phi lir khodn thu bit bu6c aOi vOi nguoi hoc theo khung quy dinh

cua ccy quan quan ty nha nucyc. Hi6u trtrcrng nhd trucrng quy6t dinh mirc thu

trong khung ndu trdn.

b. luvteLtat:

- Q-I-.TQLHP : Quy trinh thu vh quan ly hoc phf

- GVCN : Giao vi€n chu nhi6m

- HS : Hoc sinh

- P.DT-HC-KT : Phong Diro tao-Hanh chinh-K€ toiin

- Khoa GDNN: Khoa Gi6o duc nghd nghi€p

- TT GDTX: -[rung tim Gi6o duc thucrng xuy6n

3. Luu d6



UY'I' NH'I'HU V UAN LY H CP

3. Xti'ly ng'hqc Phi - Luu trir2. Ti6n hinh thu h<1c Phil. Chuiin bi thu hoc phi

4. CVCN

th6ng biio cho

HS nQp hgc
U

10. Xtr l;i l-lS ntr

hoc phi
I .L6p kti hoach

thu hrlc phiF

8. Xem

b5o c6o

9. Chi dao vA

c1uy0t clinh hinh

th[rc xrr ly cac HS

ncr hoc phi

l. Phe

dLry 0t

o!
.A

7. LQp b6o c6o

tinh hinh n6p

hgc phi

5. 'f hUc

hien thu

hoc phi

3. NhAp danh sach

vd giin rnlc thu

hgc phi

I l. DiAu chinh b6o

c6o sau xrr lY vd

trep tuc glal quyet

cac tru<rng hoP con

n<r hgc phi

I 2. Luu

chrlrng tu,

hoa don,

danh

sdch thu

6. D6n d6c vd

thLrc hi0n thu hoc

phi cLra tlS

V
U

F
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I Chuin bi thu hgc phi 2. 'l'iOn h:inh thu hgc phi 3. Xti'l)' ng htlc Phi - Lu'u tri'

U

I

F
F

oo
i
i

L

2. PhC

duyQt

Y

4. CVCN

th6ng bdo cho

FIS nop hoc

I .Lap kti hoach

thu hgc phi

10. XLr lj, HS no

hoc phi

8. Xenr

bho ctio

9. Chi dr.ro vd

quytit d!nh hinh

th[rc x[r lli cac FIS

no hoc phi

7. Lap b6o c6o

tinh hinh n6p

lroc phl

5'l'huc
hierr tlru

lroc phi

3. Nhdp clunh sdclr

va gtrn rrru'c thu

ligc phi

I l. Di6u chinh bao

cdo suu xrr l;i vd

tiiip tuc giai quy6t

cAc trurong hgp con

ng hgc phi

l2.Luu
ch[rng tir,

h6a don,

clanh

siich thLr

6. D6n d6c vei

thuc hiQn thLr hoc

plii cLru HS



4. Dic t6

STT
TGn bu'6'c c6ng

viQc
NQi dung

BQ phf,n/
Ngu'ili

thu'c hi6n

BQ ph{n/
Ngu'd'i phiii
ho'p thu'c

hi6n

K6t qu:i rlat
clu'o'c

FI.1n hoirn
thhnh

Ili6u miu

1 Lap kC hoach thu
hgc phi

- I-qp kC hoach thu hoc plii gdnr: lop,
kh6a, HS c6 vA kh6ng c6 ngdn.s6ch, chi
tieu clu'crc giao. chi ti6u phdn b6.

- IIiQu trucnlg ph6 duydt k6 hoach:

BQ plr6n

clAo tao
(tlru6c

phong DT-
Irc-Kr-)

K6 hoach duo-c

duy0t
Dau nf,nr hoc BM.KT.02.0l

2 Th6ng b6o k0
hoach thu hoc phi

- Thfrng b6o k6 hoach va lich thu hoc phi
cho GVCN, C}VCN ph6 bi6n cho I-lS

Bo plran kc
todrr (tlrrroc

phong D'l--
IIC-K-I)

Klroa GI)NN
I I GI)]'X

1'rurrng khoa..
GVCIN. IISSV niinr
dr-roc ke hoach thr-r

hoc phf

'l'ru'dc thoi gian
nglri he vi\ tct
Ngtr5'|n diin 2

tuan,
J. LAp danlr sach

va gan nru'c thu
hoc phi

-L6p danh sach n6p tiOn hoc plri theo
tung lci'p diy du th6ng tin.

- Rir sorit. doi chieu darrh sdch IJS ducrc
nriSn gidm hoc phi cho ca ddi tu'o-ng trong
ngAn s6ch vd ngodi ngdn sdch

Bo plr6rr k6

to6n (lhuoc

lrlrong D'l'-
HC-KT)

Ilo plrarr clio
tao (lhLroc

plrr\ng D'f-HC-
K-I)

Danh sdch thu
hoc phi du'crc

drry0t

Hoan thanh vAo

diu hoc k'i BM.KT.02.02

4. Thr,rc hiQn thu
hoc phi

- Hec sinh truc ti6p l6n P. KI-l-TC xuAt
trinh th6ng tin, K6 to6rr lAp phi6u thu, h6a
don vd giao I li6n cho HS

-Kd to6n nh6p file theo ddi tinh hinlr
d6ng hoc phi cua HS

86 ph6rr k6

todn (tlruoc
phorrg DT-
HC-KT)

Khoa GDNN,
TT GDTX,

GVCN
Tliu dt hoc phf

Trucrc thi HK 2

tuAn
8M.KT.02.03

5 Biio ciio tinh
hinh n6p hoc phf

Cu6i hoc kj,, Cudi nlpt hoc. k6 toiip thu
hoc phi lAp b6o c6o tinh liinh n6p hoc phf
cta I IS bao crlo BGH

Bo ph6n k6
torin (thuoc
phong DT-

HC-KT)

Khoa GDNN.
-fT GDTX

Ildo c5o danh
sdch di thu. chtra

llru
C'Lroi IIK BM.KT.02 04

I



5. C6ng cq, bi6u miu

STT TGn cdng cU/ bi6u miu/ hufng din Mi hoa

1 K6 hopch thu hgc phi BM.KT.02.01

2 Danh s6ch HS dong hoc phi
BM.KT.02.02

J Hoa dcrn thu hqc phi
8M.KT.02.03

4 86o c6o tinh hinh ndp hoc phi BM.KT.02.04

5 Tdng hcrp danh s6ch HS ng hgc phi BM.KT.02.0s



so LAo oONc - TBXH KHANH HoA
rntJoNc rRUNG cAP NcuE cAM t,Avt

BM.KT.02.0r

ceNG HoA xA ugt cHU Ncsia vIET NAM
D0. lar,_: fg rg_Ilanh Phric

Cam Lam. ngdY thang ndm 20""56: /TB-TCNCL

THONG gAO

Vi6c phin bO s6 thu hqc phi cho cfc khoa

N im hoc 20... - 20....

C6n cu chi ti6u tuy6n sinh nhd nuoc giao;

c6n cu s6 lucrng hgc sinh cac khoa hi6n co cua Trucrng;

Nay phAn b6 s6 ti6n thu hoc phi v6 c6c khoa theo sd lucrng hoc sinh hi6n co

ndm hgc 20... - 20... nhu sau

ff)inh kdm theo danh sach thu hoc phi)

Noi nhQn:

-Nhu tr€n:

-l.uu: V'f. DT'ilcKT

HIEU TRUONG

STT
Ldp,

KHOA
SO HS

MU'C H PHi
Ghi chriTrong chi ti6u Ngoiri chi ti6u

C6p bn HS nQp C6p bir HS nQp

I

2

J

4

5

TONC

I

I

I



8M.KT.02.02

DANH sAcH THU noc Pnt
NArvr Hec 20... - i0...

(Kim theo Thong bao so; ..../.....ngay .... thang... ndm 20..)

Ghi chti; Thdi han dong hoc phi den ngay .../..../20

so LAo oONc - TBXH KHANH HoA
rnUoNc rRUNG cAP NcgE cAM I-Arrr

ceNG HoA xA ugt cHU xcnia vIET NAM
DOc lOp - Trf do - Hanh Ph[c

KE TOAN TRU'ONG

STT HO VA TEN
Ngnv
sinh

Dla chi
MU'C HQC PHI

Ghi
chriTrong chi ti6u Ngoii chi ti6u

Cf,p bt HS nQp Cip bn HS nOp

I LOP
I

2

TI LOP:
I

2

TONG

Cam Lam, ngdy.... thang.... tdm 20....
HIEU TRU'ONG

I



so lao pOxc - 'fBXI I KIIANH HoA
Tt{u'oNG'muNG cAp xcuc cAM lAwt

ceNC HoA xA uqlt ctlu xcuia vttir NAM

L'utt Lant, ngiry thdng ncim 20....

BM.KT.02.04

uAo cAo'r'iNu uiNu DoNC Hoc PHi cuA HQC slNH
HQC Kv.... NAna Uqc 20... - 20....

HP chua thu du'gcHP de thu nIm nayHP phni thu nIm nayHP No'nlm tru6'c

Ciip bt HS nQpHS nQpCip bnCAp bt HS nQp
STT

rEx
LOP

SO HS
C6p bn HS nQp

TRUNC C
chi tiOul. 'llron

a. Khoa.....

2.N orii chi ti0u

TH U,II. H C XUY N

1' NCC NC

Ngud'i lr.rp bi0u KG torln tru'o'ng HiQu tru'o'ng

I

I

I

I



BM.KT.02.05

SO LAO PONC - TBXH KHANH HOA

TRII0NG TRUNG cAP NcuP canr lAnt
ceNG HoA xA HQI cHU Ncuia vlET NAM

Ngu'd'i lflp bi6u

DANH sAcu HQC sINH cHU'A DoNG nqc rui
Hec ri'.... xAvt Hoc 20... -20....

Ke tudn truong

DQc lip - Tr,r do - H4nh phric

Cam Lam, ngdy thdng ndm 20

Hi6u tru'ong

D[A CHIHqC VA TENrTN LOPSTT

TRUNGI.
l. Tro chi ti6u
a. Khoa.....

i chi ti0u2.N

I t. G

NG NGT



8M.KT.02.03

02GTTT3/004

HoA DoN sAN HANG

n6m 20N

Kf hiQu:

50:

Md s6 thu6: 420t206218

Dia chi: Bei Gi6ng 2, Cam Hrii Tiy, Cam Lffm, Khrlnh Hda

Don vibdn hdng: TRU'ONG TRUNG cAp UCrrI CAM LAM

Di6n thoai 36 tdi khoan

Nguoi mua hiing:... ..,

TCn dcrn vi: ..... ... ...

Md sd thu6:

Eia chi:

Hinh thuc thanh to6n:
Do'n gil Thhnh ti6nS5 lu'o'ngDo'n vi tinhSTT TCn hi v

6--4x5I j3I l

Ngucri mua hing Ngu'd'i bf n hing

h

khi hda

s6 tien vi6t uen chfr':

ti6n hn


